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Latest Update Information

The following change has been made to the Remote Forms Queuing System (RFQS) procedure:

Section Description of Change

RFQS Procedure Manual Procedure document has been updated throughout to be

accessible with assistive technology according to Section 508 of
the Rehabilitation Act.
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System Overview

The Remote Forms Queuing System (RFQS) procedure provides instructions for accessing and
using RFQS. This procedure also illustrates and describes each form and tickler report available
through RFQS. RFQS is an online report-generator system of the United States Department of
Agriculture's (USDA) Payroll/Personnel System (PPS).

RFQS is a computerized batch-processing system that uses information in USDA's PPS database
to provide Agency personnel offices with electronic control in obtaining forms and tickler reports
at remote sites.

Payroll and personnel forms and tickler reports currently available to Agencies in RFQS are
categorized into three menus as follows:

e Forms menu
e Control Listings menu

e Notification Listings menu

Each of the RFQS menu categories listed above has a selection menu. The selection menu provides
a list of all forms (by form number and title) or reports that are available for printing within that
category. A timetable showing when RFQS forms and reports are available for printing is given
later in this section. The selection menus can be accessed on remote terminals by following the
sign-on instructions in this procedure.

The Forms menu lists the Standard Form (SF) 50-B, Notification of Personnel Action; SF 1150,
Record of Leave Data; and other payroll and personnel forms available for printing purposes. The
Summary Counts option displays the number of forms that have been processed and indicates if
they are ready for printing.

The Control Listings menu lists the tickler reports available for printing that relate to employee
within-grade increases, performance appraisals, and probationary period report forms listed on the
Forms menu. These forms include wage-system grade employee data. The Summary Counts
option displays exactly how many pages are ready for printing.

The Notification Listings menu lists additional payroll and personnel tickler reports available for
printing. The Summary Counts option displays exactly how many pages are ready for printing.
Also available from this menu are the Federal Employees Health Benefits (FEHB) and Thrift
Savings Plan (TSP) Employee Express status letters. Employee Express is a system that allows
current employees to update their payroll data via touch-screen kiosks and touch-tone telephones
in lieu of submitting payroll documents for processing to their personnel offices. The letters are
issued to the employee through the personnel office to confirm enrollment and/or change in
enrollment in FEHB and/or TSP program.

All Summary Counts options in RFQS display important information in requesting printouts of
forms or reports and can only be viewed online. Summary Counts options should be selected first
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to inform the user of the number of forms or reports that have been processed and to indicate
whether they are ready for printing.

Users can complete Form AD-961, Remote Forms Queuing System (RFQS) Election Form, to
elect to print forms and/or tickler reports at remote sites through RFQS. A description and
illustration of Form AD-961 is given later in this procedure.

Another category on the RFQS menu is the VPS - Printing Program. VTAM Printer Support
System (VPS) is a part of the Time Sharing Option (TSO) software package and is used for printer
control. VPS has an interface VPS Monitor and Control Facility (VMCEF). For more information
on VPS, see the Interactive System Productivity Facility (ISPF) procedure which is available
online at the NFC Web site. To view and/or print this procedure, select HR and Payroll Client from
the My NFC drop-down menu on the NFC homepage. At the HR and Payroll Client page, click the
Publications tab in the center ribbon. Select the ISPF manual located under the Reporting
publication category. Users with other types of printers should follow their normal procedures to
retrieve and print reports.

For questions about payroll/personnel policies and regulations, contact your Committee for
Agriculture Payroll/Personnel System (CAPPS) representative.

For questions about the National Finance Center (NFC) processing, authorized Servicing
Personnel Office representatives should contact the NFC Contact Center at 1-855-NFC-4GOV
(1-855-632-4468) or via the Internet using the Requester Console.

This section includes the following topics:

Availability of FOrms and REPOITS........coooiiiiiiiiiiiiie it 4
RFQS EICHION FOIM ... 6
SYSEEIM ACCESS ... 9
SYSEEM EQITS ..ottt 9
HEIP SCIEENS ...ttt ettt e e e es 10
FUNCHION KEYS ...ttt e e e es 10
SIGN-ON INSTFUCTIONS ...ceiiiiiiiiiiiii ettt e e e e s e e e eeeeas 11
SIGNOFT INSTIUCTIONS ....eeiiei et e e e 14
Changing YOUr PASSWOI ..........ooiiiiiiiiiiiiiee et 14

Availability of Forms and Reports

The RFQS Processing Chart provides a timetable showing when RFQS forms and reports are
available for printing. SF 50-Bs are available for printing after a pass is processed to update the
RFQS file.
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Except for Form SF 50-B forms, tickler reports in RFQS are available for processing after the
Bi-Weekly Examination Analysis and Reporting System (BEAR) generates a "system sweep" on
the second Sunday following the end of a pay period. BEAR performs an analysis of the
Payroll/Personnel database for the purpose of generating tickler actions and producing outputs for
subsequent processing through other systems, such as RFQS. BEAR then closes out the prior pay
period and sets up the current pay period for payroll/personnel-related information.

The first pass of SF 50-Bs is processed on the first Sunday following the end of a pay period.

The second pass of SF 50-Bs is processed on the second Sunday following the end of a pay period.
This pass prints the SF 50-Bs in the system.

Note: Form SF 50-B can be printed after processing of BEAR at the end of the processing cycle.
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All other forms and/or reports are processed on the second Sunday following the end of the pay
period.

SUN MON TUE WED THU FRI SAT

End of
Pay Penod 1

PASE
MNFC processes PAY | PERIOD 2
SF-50-85

fior Pay Perigd 1

PAGG 2
MFC processes
SF-50-B5

5F-50-B5 for
Pay Penod 2 PAY | PERIOD 3

___________ End of
Fay Penod 3

Figure 1: RFQS Processing Chart

RFQS Election Form

Agency personnel can complete Form AD-961 to update distribution of the SF 50-B, SF 1150,
tickler reports, and/or forms through RFQS.

To request a change by mail, return the AD-961 to:
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USDA, National Finance Center
GESD, Payroll Processing Branch
P.O. Box 60000

New Orleans, Louisiana 70160

To fax a change request, send the AD-961 to the Personnel Processing Branch at FAX Number
504-426-9767.
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A. Tdentification.
1. Department Code. Enter the 1-position department code
assigned by OFM.

2. Agency Code. Enter the 2-position agency code sssigned
Ly MFC,

3. Personnel Office Identifier (POL)L. Enter the 4-position
persannel office kdentifier.

4. Effective Date. Enter the effective date of the selection in
MM DD YY order. This date should be the first day of the
effective pay perind.

5, Cantact Person. Enser the name of the personnel office
comtact,

6, Telephone (Area code and rumber |, Enter the telephone
number of the personnel office coatact
B. Selection Options. Do ot complere this section if currenrs
seleerions are valid,
7. W you print your SF-50-B'sT Valid selections arc:
»  Yes, if you will wse RFQS o print your SF-50-B'%

REMOTE FORMS QUEUING SYSTEM (RFQS)
ELEGCTION FORM

Remate Forms Cracuing System (RFQS) provides users with control in obiaining forms and tickler reparts electranically. RFQS contains
{1} the Forms Menu, (2) the Conero] Listings Menu, and (3} the Notificaticn Listings Menu. The Forms Menu lists the MNotification of
Personnel Action (SF-50-B), the Record of Leave Data (SF-1150), and other tickler forms available for printing. The Contral Listings
Wenu and the Mosification Listings Mesu consist of the tickler reports.

Completion Instructions

&, Will you print your 5F-1150%" Valid selections are:
»  Yes, if vou will use RFQS 10 print yous SF-1130's,
+ Mo, if you will have NFC print and mall vour
SF-1150'.
9. Will you print your tekler reports? Valid selections am:
* Ys, if you will use RFQS o print yoar tickler
reports.
+ Mo, if you will have NFC print and mail your tickler
reports.
10, Wil you print your tickler forms? Valid selections are;
s Yes, if you will use RFQS 1o print your tickler
farms.

«  No, if you will have NFC print and mail your tickler
forms.

C. Personnel Offlcer Signature Block for SF-50-B and
SF=1150. Do not complete this section if current selections are
walid
11. Approving Official. Enser the persoanel officer whose

u name &ppears in the Approving Official block on the
Y e B e orky el youe SF-30-B and the SF-1150 if you desire this name 1o be
S:F;Sﬂtﬂk prnt ¥ printed on these forms.
* 8, if you will use RFQS to print your SF-30-B's 12, Approving Officlal Title. Enter the tibe of the approving
after the second SP-30-B pass. alficial.
A EENTIFICATION
" DEFRARTNENT COOE & poaons) 1 AGERGT COCE = poater) T PRRGCAFEL OFF I GEWTIFIER [FF [ poasans | A [FFECTIVE DATE (E postaral

L COWTACT PERRCN (38 patora]

A, TELFPHOKE DA coce med momber |1 (o ddes|

B SELECTION CPTIONS. (T as! sormplers fa sscion f cumand issciosd & sl |

B. Wil you prirt your SF-1150'8%

¥Es | ma E
7. Will you prird your SF-50-B's? | 9. Will yau prirt your ticklar raparis? 1
s | ma vES | 0

10, Will you print your tickler forms?

C, PERSOMNEL OFFICER BIGNATURE BLOCK FOR BF-50-B AND SF—1130, (Do nol compise Sus secon f G| SSeChITS iy vwia]

. APPROING GFRCIAL 9 prstora] T3 APPROATRG DERICIL TITLE (38 peetisi)
PO 4D [Hars w0
Return to:
r USDA, National Finance Center L
GESD. Payroll Processing Branch
F.0. Box 60000
L Mew Orleans, LA TOLG0 N

Figure 2: Remote Forms Queuing System (RFQS) Election Form
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System Access

To access security information in RFQS, you must: (1) have authorized security clearance and (2)
use a personal computer that is connected to the mainframe computer located at NFC. For
information about connecting and disconnecting from your telecommunications network, see the
instructions that are provided with your specific network.

System Edits

RFQS performs edit and/or validity checks on entered data, as applicable. If the data does not pass
system edits, an error message is displayed at the bottom of the screen or under the Command line
on the Selection Criteria screen.

Below is the list of RFQS edit messages.

Agency Must Be Entered if Org Lev2 Is Entered

Department Code Invalid

Department Code Must Be Entered

Invalid Employing Office - Please Rekey

Invalid Entry - Please Rekey

Invalid Department Code - Please Rekey

Invalid Option - Please Rekey

Invalid Organization Agency - Please Rekey

Invalid Pass - Please Rekey

Invalid Pay Period - Please Rekey

Invalid User Response - Please Rekey

Job Name Character Must Be Alphabetic

Not Authorized Access - Please Rekey

Not Available at This Time

Number of Copies Must Be Between 1 and 5

Org Agency Must Be Entered
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Org Agency and Submitting Office Cannot Both Be Blank or Zero

Org Lev2 Must Be Entered if Org Lev3 is Entered

Org Lev3 Must Be Entered if Org Lev4 is Entered

Pay Period Entered Greater Than Last One Processed

Remote Destination Must Be Entered

Report Creation Error - Please Rekey

RFQS is Temporarily Out of Service

SSN1 Must Be Entered if Others Contain Data

SSN2 Must Be Entered if SSN3 Contains Data

Submitting Office Must Be Entered

Sysout Class Must Be "A" or "X"

The SF 50s Are Temporarily Out of Service for Your Agency

The SF 50s Are Temporarily Unavailable

The Current Pay Period for Processing SF 1150s is Pay Period < >. Only Pay Periods Prior to This
Are Permitted.

The SF 50s Are Temporarily out of Service for Your Agency

User Name Must Be Entered

Help Screens

Help screens are available for the Selection Criteria screens in RFQS. At the Command line type H
to access help. The help screens display a narrative description for each field. Type R to return to
the menu.

Function Keys
Your keyboard includes:

e Program function keys (PA, PF, F, etc.), used to execute functions and display specific
screens in the system.

10
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e Other function keys (Enter, Clear, etc.).

For instructions on your equipment usage, see the manufacturer’s operating guide or consult your
Agency automatic data processing (ADP) staff.

The special functions of these keys in RFQS are displayed at the bottom of each screen.

Instructions follow for using the RFQS menu and system options.

Sign-On Instructions
To access this system, you must:

1. Sign on to the NFC Mainframe. The NFC Mainframe Warning screen is displayed.

DATE : Current Date Current Time HT

TEEXAXZFTEATRTTRTAETFRTRRTIRTT R T X EEFTZFEZTFTRITRTERTRTTRTREATRTRRE

You are sccessing a V.5, Governoment information sustem, which
includes (1] this computer, (2) this computer pnetwork., (3] all
computers connecled to this npetwork, and (4] all devices and
storsge pedias attached to this petwork or to a cowmputer on this
npetuork, This information systewm is provided for U.S, Government
autherized use enluy,

Upauthorized or improper use of ithis suystem may pesult in
disciplinary action, a5 Well as civil and criminal penalties.

By wsing this information sustem. you understand and
consent to the following:

H A R NI HNTE

AR R E R RN E R A E N EE R E R A E R E R A E R EE R EE K E R EE A EREE N EE K ERER A EAEEAEERENEEAZNEIRNETEX

Ploasge hit #nter %o continue

Figure 3: NFC Mainframe Warning Screen

11
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2. Press Enter to display the NFC banner screen.

ENTER USER ID =

A EEESNEEENERE I NS EEE I NS E NS N I NI ENE SRR E AR EE

Dffice of the
United 5tates Department of Agriculfure

== Cument Date SNE3Z2T83 T3BN3RZ2 PF1=HELP ==
== HH FFFFFFFF ceceeece .
== HHN HH FFFFFFFF ccccocce =
== HHHH HN FF CCC =
== HH HH HH FFFFFFFF Cece C
== MM NHHH FFFFFFFF Cce =
== HH HHHN FF CCCCCCCC ]
== HH FF cceccocee =

EHTER APPLICATION MWAHKE =

Hatiopnal Finsmce Center
Chief Financial Dfficer

For Authorized Use Only
PRASSHORD = HEW PASSHORD? N
[¥Y or W]

OF FRESS EMNTER FOR HEHU

L ¥ VU | O I [ I T

Figure 4: NFC Banner Screen

3. Complete the fields as described below.

Field

Description/Instruction

Enter User ID

Type your assigned user identification (ID) (i.e., NF0999). Press Tab.

Password

Type your password. (Your password is not displayed on the screen.)
Press Tab.

Note: You may press Enter (instead of Tab) after typing your password
to go directly to the CL/ISUPERSESSION Main Menu screen.

New Password?

Displays system-generated "N."

If you are not changing your password, press Tab. If you are changing
your password, enter "Y." Then complete the steps for changing your
password as described under Changing Your Password (on page 14).

Enter Application Name

Type the application acronym and press Enter to go directly to that
system.

OR

Leave the field blank and press Enter to go directly to the
CL/SUPERSESSION.

4. At the CL/SUPERSESSION Main Menu screen:

e Press F8 to scroll through the Session IDs until the appropriate Session ID appears.

e Tab until the cursor is located on the line next to the Session ID.

e Press Enter.

12
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OR

e Press F9 to bring the cursor to the Command Line at the bottom of the screen and
retrieve a specific Session ID.

e Types.
e Press the space bar once.
e Type the Session ID acronym.

e Press Enter. See screen below for an example. The applicable system is displayed.

Actions Options Commands Features Help

KLSVSEL1 EL/SUPERSESSION Hain Menu Haore: +

S5elect sesslons with the ENTER key or use a “/*"
to display an action code

Sessjon IO Deseription Tupe Status
L IDHS5BS Hulti
_ PINQAS IDHSBS Hulti
— BRBCOINOD IDH583 Hulti
_ ABCO IDHSB3 Hulti
_ 4$DB2 IS0E $0B2 150F PROC(SOEZ Hulti
_  $0RACLE T508 Hulti
_  $O0EACLER I50R Hulti
_  $S5PFA T508 $S5PFA 150A PROC(SSPF Hulti
— $S5PFaY¥2 IS0k $5PFAY2 T150A PROC(SSFF Hulti
_  $5PFE T50E $5FPFE 1508 PROC(SSPF Hulti
$SPFBY 2 IS0 $SPFAY2 TSO0B PROC(SSPF Hulti
—  $S5PFC I50C $5SPFC I150C PROC(SSPF Hulti
1557830 Password Chanaed
Command ===3 SYSE/SJTIANGE447

Enter FilsHelp F3sExit FSeRefresh FO=sFud Fl=sRetrieve Fi1B=sAction
Figure 5: CL/ISUPERSESSION Main Menu Screen

Actions [Optioms Commands Features Help

KLSWSEL1 CLASUPERSESSION Haln Henuw Hore: +

Select sessions With the ENTER key or uwse a /"
to display anm asction code.

Sessjon ID Description Tupe S5tatus
IDH50BS IDHSBS Hulti
PINGAS IDHSBS Hulti
ABCOIHG IDKHSB2 Multi
ABCDO IDHSB3 Multi
§0E2 I50B §DBZ IS0E FPROCI$DEZ Hultl
SORACLE 1504 Hulti
E0RACLER T50A Multi
_  §5PFna 150/ $5PFA I150h8 FREOCI%SPF Hulti
_ E5PFAN2 1508 $SPFAV2 TSDA PROCISSPF Hulti
_ S5PFE TE0E S$5FFE TS0E PREOC($SPF Hulti
§5PFBEY2 I50F $SPFREY2 TSOE PROC[%SPF Hulti
_  SSPFC I50C $SPFC IS0C PROCUSSPF Hulti
Command ===> s THGT SYSB/TIONGA47

Enter Fi=Help F3=Exit FS=Refresh FEB=Fwd F9=Retrieve Fl@8=Action
Figure 6: CL/ISUPERSESSION Main Menu Screen (Session ID Displayed)

13
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Signoff Instructions

Follow the signoff-screen prompts at the bottom of the screen to exit the system or to return to the
CL/SUPERSESSION Main Menu screen.

Actions DOptions Comwmands Features Help

KLSVSEL1 CL/SUPERSESSION Haim Henu Hore: 4+

Select sessions Wwith the EMTER key or use a “ /"
to display am action code.

S5ession ID Descriptlion Tupe 5tatus
IDH5AS IDHSBS Hulti Current
PINQAS IOWSA5 Hulti hotive
wlti
KLSTERHKI Exit Henu ulti
ulti

Type & selection Anusber ar position the

I 1
| |
| |
| |
I cursor om a line amd press ENTER | wlti
| wlti
| _ 1. Exit and terminate sessions [X] | ulwi
| 2. Exit and do not terminate sessions (W] | wlti
| 1. Eesume [R] | witi
| | wlti
| |
| Command sss> |
| Enter Fl1=zWalp F12=Cancal | SYSB/TIANE447
be—_————————————————_—_—- —- - — —— ! trieve Fl@=z#Action

Figure 7: CL/ISUPERSESSION Main Menu Screen

1. At the CL/SUPERSESSION Main Menu screen, press F3 and the Exit Menu popup is
displayed.

2. Position the cursor in front of Exit and press Enter to exit and terminate the
CL/SUPERSESSION.

OR

Position the cursor in front of Resume and press Enter to exit the application without
terminating the CL/SUPERSESSION Main Menu screen.

Changing Your Password

If you need to change your password:

14
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1. Type "Y" next to the New Password? prompt on the NFC banner screen.

== CURRENT DATE SNX32783 TIANE447 PF1=HELPF ==
== LL HH FFFFFFFF CCCCCCCC ==
== HHMN HNH FFFFFFFF CCCCCCCC =[S
L HHHN NN FF CEC LL]
== HH MM HH FFFFFFFF cce ==
== HH  MHHHN FFFFFFFF cee ==
== L LLL] FF CCCCCCCC ==
== NH NN FF CCCCCCCCC ==
== ===z======= Hational Finence Center ======z==== ==
EE EEEEEEEEEE Dffice of the Chief Fimancial fficer EEEEEEEEEE E
== ========== lUpited States Department of Agriculture ========= ==
LL For r Use Only L]
== EHNTER USER ID = FRASSHORD = MEH FRSSHORD? ¥ ==
L] [¥ or W] -
== EMTEE AFFLICATION HAHE = DR PRESS ENTER FOR HENU ==

Figure 8: NFC Banner Screen (with New Password? prompt set to Y)

2. Press Enter and the Change Password screen appears.

| KELGHPHDI Change Passuord
|
Type in your new password twice, and press ENTER

Enter new password s
Verify ned password, ., ...

Command swsl}
Enter Fi=Help F3=E=it FiZ=Cancel

Figure 9: Change Password Screen
3. Enter the new password.

4. Verify the new password. Once you have entered your new password and verified it, the
system will display another screen stating that the password was changed. See screen
below.

Note: You may change your password at anytime, but no more than once a day. Before your password
expires, you will be prompted to enter a new password.

Figure 10: Password Changed Verification Screen

15
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RFQS Menu

After you access RFQS, the Remote Forms Queuing System menu is displayed.

L
L
L
L
L
L
L
i
L]
*
*
*
*
*

MMM MMM MMM NN M NMN —--REHOTE FORMS QUEUING SYSTEHM--- WMsMMMmmMMun [ | O] W

---2 FORHS HMENU

==-2 CONTROL LISTINGS HENU
=== WNOTIFICATION LISTINGS HENU
===2 VPS5 = PRINTING PROGRAM

===2 RETURN TO TS50 ENVIRONMENT,.

HENKEKENNMRKEN NN KNNNR POSITION CURSOR AND PRESS -EMTER- HEMNMKEMNEKKNNNKEEN

L
L
L
L
L
L
]
]
3
*
3
*
3
*

Figure 11: Remote Forms Queuing System Menu

The menu provides four submenus for viewing data and selecting a form or report for output.

Below is a brief description of each submenu.

Forms Menu - Used to display payroll and personnel forms available for printing purposes. Below
is a list of options available on the Forms submenu:

(SF 50-B) Notification of Personnel Action

(SI-650) Personnel Notification Document

(AD-658) Notification of WGI Due

(AD-435) Performance Appraisal

(AD-507) Expiration of Prob/Trial Period (HUD-25013, DOJ-545)
(AD-773) Expiration of Suprv/Prob Period (HUD-25013A, DOJ-546)
(CD-416) Certification for WGI

(CD-35) Probationary/Trial Period

(SF 1150) Record of Leave Data

Summary Counts of SF 50-B and SI-650

Summary Counts of SF 1150 Forms

Summary Counts of All Other Forms

Return to Previous Menu

17



é%a Publication Category: Reporting
S ~

Remote Forms Queuing System (RFQS)

Control Listings Menu - Used to display tickler reports available for printing that relate to the
forms listed on the Forms menu. Below is a list of options available on the Control Listings
submenu.

e (lassified Employee WGI List

e Performance Appraisal

e Probationary Trial Period

e Supervisory/Managerial Form AD-773

e Supervisory/Managerial Form CD-352

¢ Summary Counts of All Control Listings

e Return to Previous Menu

Notification Listings Menu - Used to display various tickler reports available for printing. Below
is a list of options available on the Notification Listings submenu.

e Expiration of Limited Appointments

e Employees in Non-Pay Status with Expired NTE Dates

e Taper/Status Quo Employees Eligible for Career

e Employees Approaching Expiration of Grade Retention

e Retirements

e Vacancy Review Notice

e Notification of Position to be Inactivated

e Interim Performance Evaluation

e Conversion to Career Tenure 4-Week Notification

e SES Recertification Notification

e Position NTE Date Approaching Expiration

e Projected Duties Follow Up

e Employees Approaching Expiration of Detail Assignment
e Employees Approaching Expiration of Temporary Promotion
e Federal Wage System WGI 8-Week Notification

e Temporary Employees - FEHB Coverage Eligibility

e Performance Evaluation Eligibility
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e Notification of Longevity Percent Changes

e Notification of Adjustment to Longevity Date

e 90-Day Notification for Recertification of Retention Allowance

e Listing of Employees with Union Dues Change

e FEHB Letters - Electronically Processed

e TSP Letters - Electronically Processed

e List of Employees on LWOP Pend OWCP for 3 or more MNTHS
e Summary Counts of All Notification Listings

e Return to Previous Menu

VPS - Printing Program - Allows users with 3270 printers to monitor and control the printing of
RFQS forms and reports through the VMCEF.

For an illustration and brief description of each form and report, see Exhibits (on page 37) in this
procedure.

It is important to first select and view the Summary Counts options before requesting specific
forms to print. The summary counts inform the user of the number of forms that have been
processed and indicate if they are ready for printing.

To select a submenu, Tab to the desired submenu and press Enter. The desired submenu is
displayed listing the forms available for the submenu.

L RF]S HEHEEEE NN NN NS NN NN N NN NN N NN NN R FORHS |_1! o
M ]
X ---» [5F-50-B) MWOTIFICATION OF PERSONNEL ACTION ¥
W ---» [51-650] PERSONMEL NOTIFICATION DOCUMENT W
A ---» [AD-G58] WOTIFICATION OF WGI DUE ¥
L] ---» [AD-435) PERFORMANCE APFPRAISAL L]
P ---» [AD-507] EXPR OF FROB/TRIAL PERIOD [HUD-25013,00J-545] P
L] ===» [aD-773] EXPR OF SUPV/PROB PERIOD (HUD-25013a,00J0-5456]) L]
P ---» [co-4186) CERTIFICATION FOR MWGI M
¥ ---3 [cD0-135) PROBATIONARY /TRIAL PERIOD ¥
M ---» [5F-1158) RECORD OF LEAYE DATA M
E E ]
M ---» SUHHARY COUNTS OF SF-50-B AND SI-650 L]
¥ -==> SUNHARY COUNTS OF SF=1150 FORMS ¥
M ---» SUNHARY COUNTS OF ALL OTHER FORMS L]
# ===% RETURN TO PREWIOUS MENU. ¥
L} L]
HENEEENNENNNEEEE N POSITION CURSOR m PRESS ~EMTER- EENERHEEEEEENNENENNNEE

Figure 12: Submenu (Example is for the Forms Submenu)
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Summary Counts

The Summary Counts options are available on the RFQS submenus. These options are used to
display important information in requesting printouts of forms and reports for a specific pay period
and can only be viewed online. Summary Counts options should always be selected first to inform
the user of the number of forms or reports that have been processed and to indicate whether they
are ready for printing. The information is displayed immediately after entry of the Selection
Criteria Screen for Summary Counts.

For purposes of the procedure, instructions relate to the first Summary Counts option on the Forms
menu, Summary Counts of SF 50-B and SI-650, with exceptions noted where applicable.

To select this option, at the Forms menu, Tab to the Summary Counts of SF 50-B and SI-650
option and press Enter. The pay period selection screen is displayed.

HHMMMM MMM NN NN NMMN - - -REMOTE FORHS QUEUING SYSTEM--- MWWMNMWMNKNNN [| 0] WK
¥ ]
W MM SUHHARY COUNTS OF SF-50-B AND SI-550 MMNMMMMMMMNMMMMWWWNNN [Z 0] WM K
* E L] ]
XM K
¥ M === CURRENT FaAY PERIOD E K
W ™ H W
¥ M -==» PREVIOUS PAY PERIOD ¥ M
X M E K
LI ---» DTHER [(LAST 26 PAY PERIODS). K
' o L] ]
' o L] L
X -=-» RETURN TO PREVIOUS HEMNU. LI
HHMN LR
o ]
MMMMMMMMMMM MM MMM POSTTION CURSOR AMD PRESS -—ENTER- MMMMMMMMMMMMMM MMM

Figure 13: Pay Period Selection Screen (Example is for Summary Counts of SF 50-B and SI-650)
Data is processed for a pay period after BEAR executes.

To select another option, Tab to the option desired and press Enter. The appropriate option name
appears on each screen.

Below is a brief description of each option on the pay period selection screen.

Field Description

Current Pay Period Refers to the most recently processed pay period.
Previous Pay Period Refers to the pay period prior to the current pay period.
Other Pay Period Used to select a pay period prior to the previous pay period.
Return to Previous Menu | Used to return to the previous menu.

To select an option from the pay period selection screen, Tab to the applicable option and press
Enter.
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If the Other Pay Period option is selected, the pay period status screen is displayed showing the
current pay period for processing. No entry is required; press Enter to continue.

HEMEMM NN ENNE SF-S50-B AND SI-B50 STATUS HEEEMNMKMMMKKMME

THE CURRENT PAY PERIOD FOR
PROCESSING FOR THE 505 IS PaY PERIOD 14.

¥¥ OMLY PAY PERIODS PRIOR TO THIS ARE PERMITTED M«

HE NN RN A NN NN NN NN NN N NN NN

MM PRESS <ENTER> TO CONTINUE xx

Figure 14: Pay Period Status Screen (Example is for SF 50-Bs and SI-650s Status)

The pay period entry screen is displayed. Up to 24 pay periods prior to the previous pay period can
be selected. Key in the applicable pay period and press Enter.

HuEERN R KRN RN ENNEKE ---REHOTE FORHS QUEUING SYSTEH--- EXNNEEMNEENNE 1.8 L3 ]
E | L3
W WM SF-50-B AND S[-650 PAY PERIOD ENTRY  WWWMMNWKNMWWMMMMKNMMN (2 2] W¥ W
LI | WM
M L] Ed L]
E L3 * L3
L ENTER 2-0IGIT PAY PERIOD NUMBER (D1-28) L
Woow WM
L L n L4
EE 235 W

L *

W ENTER PaY PERIOD FOR THE 305 REQUEST DR -R- TO RETURN TO FORH HENU *

Figure 15: Pay Period Entry Screen (Example is for SF 50-Bs and SI-650s Pay Period Entry)

The Selection Criteria for Summary Counts screen is displayed for the user to type in requirements
for an online view of the Summary Counts.

SELECTION CRITERIA FOR SUMMARRY COUNTS
==3

"H” EOR HELP QR “R" IO EETURN T0 MEMWUX

COHHAND
XTYPE

Department Code
Agency Code
Submitting Office Number

BPILL IN ELECTION CRITERIA ANOD FRESS -ENTER- JO DISPLAY COUNTSH

Figure 16: Selection Criteria for Summary Counts Screen (Example is for Summary Counts of
SF 50-B and SI-50)
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Complete the fields as follows:

Field Instruction

Command Type H for the Help screen or R to return to the menu. Tab to the next
field.

Department Code Type the Department code.

Agency Code Key in the Agency code.

Submitting Office Key in the personnel office identifier.

Number

For the Summary Counts of All Other Forms option only, the Selection Criteria for Summary
Counts screen displays three additional fields to allow user to select forms down to the fourth
organizational structure level.

SELECTION CRITERIA FOR SUMMARY COUNTS
COMMAND ===

Department Code

Agency LCode

Submitting Office Number
Org Structure Level 2
Org Structure Level 3
Org Structure Level 4

®FILL IN SELECTION CRITERIA AND PRESS -ENTER- TO DISPLAY COUNTSH

Figure 17: Selection Criteria for Summary Counts Screen (Example is for All Other Forms
Option)

Complete the fields as follows:

Field Instruction

Org Structure Level 2 Type in the second level organization structure code.
Org Structure Level 3 Type in the third level organization structure code.
Org Structure Level 4 Type in the fourth level organization structure code.
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After completing the applicable fields, press Enter. The summary counts status screen for a specific
pay period is displayed. The screen displays the pay period in the top right-hand corner.

SUNRARY OF SFS0B'S AND 51650°5 AVAILABLE 10 RFQS FUR PAY PER 13

DEPT ARG U.5. DEPARTHENT OF AGRICULTURE
AGCY 3@ OFFICE OF THE CHIEF FIMNANCIAL OFFICER
S0N 5317 NEW DORLEANS, LA.

FORHS NDO. FORMS
[SFSBB) MNOTIFICATION OF PERSOMMNEL ACTION I1ST PASS 181
[SFSBB) MNOTIFICATION OF PERSOMNEL ACTION 2ND PA&SS NOT RERDY
[51650) PERSONMMEL NOTIFICATIOM DOCUMENT 15T PASS 0
[SI650) PERSONMEL NOTIFICATION DOCUMENT 2ND PASS NOT RERDY

MM PRESS -ENTER- T0 COMTIMUE MM

Figure 18: Summary Counts Status Screen (Example is for Summary of SF 50-Bs and SI-650s
Available to RFQS for Pay Period 13)

If o is displayed in the No. Forms column on the summary counts status screen, data is not
available for the selected pay period.

If the message Not Ready is displayed in the No. Forms column, the system has not finished

processing the data. When a number is displayed, it indicates the number of forms available for
printing.

If RFQS does not provide any forms and/or reports for your personnel office identifier, a message
screen is displayed.

EFQS PROVIDES NO FORME FOR YOUR SUBMITTING OFFICE.
PLEASE CONTACT NFC IF YOU WISH TO USE RFQS.

*** DPRESSE -ENTER- TO CONTINUE **%*

Figure 19: RFQS Message Screen

e To return to the Forms menu, press Enter at the summary counts status screen or the
message screen.

e To request another summary count, return to the Selection Criteria for Summary
Counts screen. The criteria from your last request is still displayed on the screen. Tab to
the fields to be changed and enter the appropriate data. After all changes are made,
press Enter.

e To request another report, select the appropriate menu and proceed as described.
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Forms and Reports Selection

Each option at the RFQS menu provides a submenu that lists all forms or reports in that option.
Each submenu has a pay period selection screen that provides the current pay period, previous pay
period, and other pay period to be used for selecting output.

For purposes of this procedure, instructions in this section relate to the SF 50-Bs. The SF 50-B
option only has a pass selection screen showing First Pass, Second Pass, and Both Passes options.
Use the instructions below for these forms. At the Forms menu, the cursor is automatically
positioned to request the SF 50-B.

To select this option, press Enter. The pay period selection screen is displayed.

HHMMMMMMMMMNM MMM NMNN - --REMOTE FORMS QUENIMG SYSTEHM--- WMMMMMMMMMMM [ |.0) MM
] M
# ®% [SF-50-8B) MNOTIFICATION OF PERSONNEL ACTION ssssxxsxxssumxnss [2.0) xx =
H KM L |
™ W ] L]
LI ---» CURRENT PAY PERIOD. LI
LI | M M
L. ===3 PREVIOUS PAY PERIOD. ¥ M
» H o L
L ---» DTHER [LAST 26 PAY PERIODS). N M
¥ M ¥ M
o # o S
L ---» RETURN TO PREVIOUS HENU. LI |
NN LER R
H X
HMMNMMMNNMMN NN POSITION CURSOR AND PRESS -ENTER- MMMMMMNMMNMMMMMMNNN

Figure 20: Pay Period Selection Screen (Example is for (SF 50-B) Notification of Personnel
Action)

Data is processed for a pay period after BEAR executes.

To select another option, Tab to the desired and press Enter. The appropriate option name is
displayed on each screen.

Below is a brief description of each option listed on the pay period selection screen:

Field Description

Current Pay Period. Refers to the most recently processed pay period.
Previous Pay Period. Refers to the pay period prior to the current pay period.
Other (Last 26 Pay Used to select a pay period prior to the previous pay period.
Periods).

Return to Previous Menu. | Used to return to the Forms menu.

To select an option from the pay period selection screen, Tab to the applicable option and press
Enter.
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If the Other Pay Period option is selected, the pay period status screen is displayed showing the
current pay period processing. No entry is required; press Enter to continue.

ERuEEM NN SF-S0-B AND SI-650 STATUS HEKHEEKMENNKENKN

THE CURRENT PAY PERIOD FOR

PROCESSING FOR THE 505 IS PAY PERIOD 14.

¥ ONLY PAY PERIODS PRIOR TO THIS ARE PERMITTED %%

D NN MM

k¥ PRESS <ENTER> TO CONTINUE ¥

Figure 21: Pay Period Entry Screen (Example is for SF 50-Bs and SI-650s Status)

The pay period entry screen is displayed.

MMM MMM MM MMM —--REMOTE FORMS QUEMING SYSTEM--- MEMMMMMME MMM 1.0 WK

kx SF-50-B AMD SI-650 PAY PERIODD ENTRY HEMHN MMM E NN AN [ 2] K

ENTER 2-DIGIT PAY PERIDD NUMBER (B01-28)

O X X X K XK K x
=
=
N OM K M M K K W
E XK X X X X X X x

X E K X X X E X X
=
4

ENTER EaY¥ EERIOD EOR THE 305 REQUEST OR -R- 10 EETURN TO FORM HENU X

Figure 22: Pay Period Entry Screen (Example is for SF 50-Bs and SI-650s Pay Period Entry)
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Up to 24 pay periods prior to the previous pay periods can be selected. Type the applicable pay
period and press Enter. The Selection Criteria screen is displayed except when the SF 50-B is
selected. The pass selection screen is displayed only after selecting the SF 50-B.

HEENENEE NN NN - --REHOTE FORMS QUEUING SYSTEM--- MENNEENNMENNMN 2.8 WX
L] ¥
® ®¥ [SF-50-E] MOTIFICATION OF PERSOMNEL ACTION *sesswsmsusuusx [3 D) %%
¥ M K X
L3 ! ¥ .3
LI -=-=-» FIRST PASS. LI
L3 ! ¥ .3
LI ---» SECOND PAHSS. LI
L3 ! ¥ 3
LI ---» BOTH PASSES. LI
L3 | ¥ 3
¥ M LI
LI ===-2> RETURN TO PREVIOUS HMENU. K ¥
EEE R KNNN
| ¥
HEEENRMM MMM n RN POSITION CURSOR AMND PRESS -ENTER- HENNEEMNEMNMNNENNNN

Figure 23: Pass Selection Screen

A pass is a system processing cycle which updates the SF 50-B files. Below is a description of each

pass.

Field Description

First Pass Usually runs on the first Sunday following the end of a pay period.

Second Pass Usually runs on the second Sunday following the end of a pay period.
This pass prints the SF 50-Bs processed in the system.

Both Passes Used to request SF 50-Bs for both passes described above.

To select an option from the pass selection screen, Tab to the applicable option and press Enter.
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The Selection Criteria screen is displayed.

COHHAND
XKTYPE

User'

==3
FOR HELP OR "R™ 10O RETURM TO HENUX

s Name to be on JCL
Remote Destination

Last Character of Job Name
System Dutput Class A

SELECTION CRITERIA FOR
[SF-50-B) MOTIFICATION OF PERSONNEL ACTION

SSNI
S5N2
23N3
S5N4
55N5

Department Code
Agency Code
Submitting Office Number

gooeeaaee
ooooaaaae
Q00000000
gooeeaaae
pooooooge

Figure 24: Selection Criteria Screen (Example is for (SF 50-B) Notification of Personnel Action)

All or a combination of the fields listed below may be displayed depending on the particular form

or report selection.

Complete the fields as follows:

Field

Description/Instruction

Command

Type H for the Help screen or R to return to the RFQS menu. Tab to the
next field.

User's Name To Be on
JCL

Type the user's name or other information to identify the report
destination.

Remote Destination

Type the printer identifier where the form is to be printed.

Last Character of Job
Name

Type any letter (A-2) or number (0-9) to identify this report from others

being specified. This character becomes the last character of the job
name. If no entry is made, the system defaults to Q.

It is recommended that a unique six-digit job-name character be entered
whenever the possibility exists that more than one report will be
requested. If a character is not entered and the system defaults to Q,
when two reports are requested, both jobs would have the same job
name. Since duplicate jobs cannot execute at the same time, one job
would have to be completed before the system could start executing the
other job. If the reports were given different job names, they could be
executing simultaneously.

System Output Class

Type A to generate a hard copy at the designated printer or X to hold
output for viewing at the terminal. For instructions on viewing a report
before printing, see the ISPF procedure which is available online at the
NFC Web site. To view and/or print this procedure, select HR and
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Field Description/Instruction

Payroll Client from the My NFC drop-down menu on the NFC
homepage. At the HR and Payroll Client page, click the Publications tab
in the center ribbon. Select the ISPF manual located under the Reporting
publication category. If no entry is made, the system defaults to A.

Number of Copies Type the number of reports needed (1-5). If no entry is made, the
system defaults to 1.

Department Code Type the Department code.

Agency Code Type the Agency code.

Submitting Office Type the POI.

Number

Org Structure Level 2 Type the second level of the organizational structure code.

Org Structure Level 3 Type the third level of the organizational structure code.

Org Structure Level 4 Type the fourth level of the organizational structure code.

SSN Type up to three employee social security numbers (SSN). To print all SF

1150s of the requested pay period, leave the SSN fields blank

After completing the applicable fields, press Enter to submit the job for output. The RFQS menu is
displayed.

To request another form, select the appropriate menu and proceed as described.
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VPS-Printing Program

This option allows users with 3270 printers to monitor and control the printing of RFQS reports
through the VMCEF.

To select this option, at the RFQS menu Tab to the VPS - Printing Program option and press Enter.
The VMCF Primary Option Menu screen is displayed with the cursor at the option line.

------------------------- VACF Frimary Opiien Wenu ------------------ocomooommn
COMMAND ===3
USERID = NFS51I.
PRINTER ===3 TEERMIMNAL - ¥30K4984
YPS NAME - VPS5
PROFILE - NF3I
1l Enter VPS5 printer commands
2 Display VYPS printer Llist
H Display ¥PS printer held gueus
@ Display ¥YP5 printer ouwtput gueue
B Display ¥YPS printer retained gqueue
5 Display YPS printer summary
I WVHCF tutorial
X Exit YMCF
ENTER EMD Command Te Exit VHCF.
Figure 25: VMCF Primary Option Menu Screen
Complete the entry fields as follows:
Field Instruction
Option Type 1 to enter the VPS print command. Press PF3 or key in End or X

and press Enter to terminate VMCF.

Printer Type your printer ID and press Enter.
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The VPS Printer Command Menu screen is displayed with the cursor at the option line.

————————————————————————— VHLCF Printer Command Wenuw ---------------—-----"-————---
COMHAND ===}
USERID - NF5I
PRINTER ===> UEZ TERHINAL - V30K4984
VPS5 WAME - YPS
PROFILE - MWFSI
3 - START [Remove drain status)
4 - STOP [Set drain status]
B - REFEART [Repeat dataset currently printing)
Z - RESTART [Restart dataset currenily printing]
&8 - REPOSITION [Reposition dataset currently printingl
3 - SELECT [Alter printer selection criterial
18 = SET [Alter printer options)
Figure 26: VPS Printer Command Menu Screen
Complete the fields as follows:
Field Instruction
Option Type 3 to start the printer. Press PF3 or key in End or X and press Enter
to terminate VMCF.
Printer The printer ID from the previous screen is displayed. No entry is required.
Press Enter.

The message Command Issued is displayed in the upper-right corner of the screen.

To view the status of the printer, press PF3 to return to the VMCF Primary Option Menu. Type 2 to
Display VPS Printer List option. Press Enter.
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The VPS Printer Selection Menu screen is displayed.
———————————————————————— ¥YPS Printer Selection Henu ---------------------------
COHHAND ===3
ENTER PRIMTER LIST SELECTION CRITERIA:
PRINTER [Specify full or partial printer namel
GROUP [Specify full or partial group name)
VPS5 NAME [Llnl‘l search to 'IPII:i'FII: VPs STC nun']
PRINTER STATUS: [Specify Printer Status; Wull Defaults to any Status)
_ BREENDED [Schldullr subtask ﬂhll‘ldl‘d}
- Busy [Utility Functiaen)
_ DORAIMED [Stepped)
~ DRAIMING [Frinting but will stop when complete]
_ EDRAINMED [Stoepped due te error conditiaon]
_ FORMHAILT [Haiting for form mount)
_ IDLE [Haiting for work)
— INT¥REOQD [Intervention reguired)
- HISSRESP [Missing response detected]
— POWERODFF [Printer is powered off)
_ PRINTING [Currently printing]
_ QUEVEING [Queueing work]
_  HCOMMELT [Haiting fer cennection]

Figure 27: VPS Printer Selection Menu Screen
Enter your printer number. Press Enter.

The VPS Printer Selection List screen is displayed. This screen displays the printer specified by
the user, the number of jobs currently waiting to print, and the status of the printer.

———————————————————————— VHLCF Frinfer Selection List --------------------------
COMHAND ===3 SCROLL === PAGE

C - Command H - Held Queue 0 - Output Queue B - Retained Queue 5 - Summary

MER MWAHE LUMAHE HAITING STRATUS SELECTION CRITERIA
_ U2 Ue2 MOME IDLE C=RCXE D=U&G2 F=5TD
E¥ENDNE

Figure 28: VPS Printer Selection List Screen

If the command was not issued, the message Printer Not Found is displayed in the upper-right corner
of the VPS Printer Command Menu. This message indicates that the printer has not been activated.
For further assistance, call the Operations and Security Center at 1-800-767-9641 or
504-426-6435.

To exit VPS, press PF3 until the RFQS menu is displayed.

Users with other types of printers should follow their normal procedures to retrieve and print
reports.
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ISPF - Viewing Program

ISPF enables the users to view a report at their terminal prior to printing. For detailed information
on accessing ISPF, see the Interactive System Productivity Facility (ISPF) procedure which is
available online at the NFC Web site. To view and/or print this procedure, select HR and Payroll
Client from the My NFC drop-down menu on the NFC homepage. At the HR and Payroll Client
page, click the Publications tab in the center ribbon. Select the ISPF manual located under the
Reporting publication category. Users with other types of printers should follow their normal
procedures to retrieve and print reports.
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Viewing the Print Status of Reports

After exiting RFQS (see Signoff) in this procedure, key in st or status at the Ready prompt. A
message is displayed indicating the status of the job. If the user is not logged on to RFQS at the

time the job execution is completed, the message is displayed the next time the user logs on or exits
RFQS.

Message Description

Executing Job NF999Q Displayed when the job is being executed.

(JOB12345)

Job NF999Q (JOB12345) Waiting | Displayed when the job is waiting to be executed.

Execution

Job NF999Q (JOB12345) On Displayed when the job is waiting to be retrieved at a terminal

Output Queue or waiting to be printed at an online or remote printer.

No Jobs Found Displayed when the job has executed and is no longer in the
queue.

Ready
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Exhibits

The following forms and reports are available in RFQS. For more information and instructions,
refer to Forms and Reports Selection (on page 25).

This section includes the following topics:

1. Notification of Personnel ACHION ............ccociiiiiiiiiiiic e 39
2. Personnel Notification DOCUMENT ...........ccoiiiiiiiiiiieiiiee e 41
3. Within-Grade INCrease RECOId ...........cccciuiiiiiiiiieiiic et 43
4, Performance APPraiSal .........ccuvieiiiiiiiiiiice e 45
5. Probationary or Trial Period REPOIt..........cooceiiiiiiiiiiiieeec e a7
6. Supervisory or Managerial Probationary Period Report..........cccccceeeviiiiienennnn. 49
7. Certification for Within-Grade INCrease ..........cccoovveeeiiiiie i 51
8. Probationary or Trial Period Report

9. RECOId Of LEAVE DALA .......eeiivieiiiciiiieitie ettt
10. Classified Employee Control Listing of Within-Grade Increase Forms for
Full-Time (F/T) and Part-Time (P/T) EMPIOYEES ......cccociiiiiiiiieiiiieeeeieee e 57
11. Classified Employee Within-Grade Increase 16-Week Listing for F/T and P/T
EMPIOYEES ...ttt 59
12. Classified Employee WGI Status Sixteen Week Listing for F/T and P/T
(=001 o] (o)1= PRSP 61
13. Classified Employee Within-Grade Increase Four Week Notification for F/T and
L I =1 0T o] (o)== R 63
14. Control Listing of Performance Evaluation Forms Prepared for F/T and P/T
EMIPIOYEES ...ttt e 65
15. Notification of Expiration of Probationary or Trial Period .............ccocveinnnen. 67
16. Control List for Supervisory/Managerial Probationary Period Report Forms 69
17. Control List for Supervisory/Managerial Probationary Forms......................... 71
18. Employees Approaching Expiration of Limited Appointment - Temporary....73
19. Notification of Employees in Non-Pay Status with Expired NTE Dates.......... 75
20. TAPER and Status Quo Employees Approaching Eligibility for Conversion to
L0 1 =TT TP TP PP 77
21. Employees Approaching Expiration of Grade Retention ..............cccccovevveennee 79
22. Report Of RELIFEMENTS .......uuiiiiiiiiiiieee e 81
23.VacanCy ReVIEW NOTICE ........coiiiiiiiiiiiii et
24. Notification of Position to be Inactivated

25. Summary Performance Evaluation ................c.........
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S

1. Notification of Personnel Action

Report Number SF 50-B

Brief Description

Provides documentation of official personnel actions processed. It
reflects the data exactly as processed and as contained in the database
for the employee.

Report Availability

After the processing of the first and/or second pass of the SF 50-Bs.

Standard Form 50
Rev. 7/
LIS Dfffice of Prrsanned Managrmen:
FPM Supp. Z96-33, Subch. 4

NOTIFICATION OF PERSONNEL ACTION

1. Name (Last, First. Middel

FIRST

5. Code|

ACTION

5-B. Nature of Action

2. Social Security Number 3. Date of girth

SECOND ACTION

8-A. Code|6-B. Nature of Action

[. Effective Daiz

5-C. Code|5-D. Legal Authority

6-C. Cods|6-D. Legal Autharity

5-E. Code|5-F. Legal Authority

6-E. Code|6-F. Legal Authority

7. FROM: Position Title and Number

8 Pay Plan [3 066, Code

10.Grade o Lewe| 11 Step or Raw |12 Total Salary

15. TO: Position Title and Number

Fay |17 Doc
n Code

13 Pay Basis 16 18 Grasda or Lzlm]'!! Stap or Rate
P

[20. Total Salaryiaward [21 Pay
Basis

12A_ Basic Pay T2E. Losaity Ad,

12C_ Adj. Basic Pay

120, Dther Pay 20A. Basic Pay 20B. Locality Adj

Z0C. Adj. Basic Pay |20D. Other Pay

EMPLOYEE DATA
23, Veterans Preference

Hona 3

2 - 5-Point a

@ Point/Disability
Q-PointCenmpens

14. Name and Location of Positon's Organization

5 10 Poing Other
6 - 10-Point/Campensasie/ 30%

able

22, Mame and Location of Position's Organization

24, Tenure
Peore 2 - Conational
1 - Parmanent 3 - Indefinite

25. Agency Use

28. Veterans Pref for AIF

| ]ves [ ]no

27, FEGLI

30. Retirement Flan

POSITION DATA

34, Position Occupied
1 - Compatitie Sarvice
2 - Excepted Service

3 - SES Ganeral
4 - SES Carsar

28. Annuitant Indicator

32. Work Schedule

F' Sarvice Gomg. Dato (L)

35. FLSA Category
Exempr

36, Appropriation Code

N - Nonexempt

38, Duty Station Cooe

39, Duty Station (City - County - Siate or Oversess Location)

78. Pay Rate Determinant

BT TiE FouTs Per
Biweskly
Fay Period

37. Bargaining Unit Status

40. AGENCY DATA 41

az

FE rr

45, Remarks

46, Employing Department or Agency

47. Agency Code

48. Personnel Office 1D

and Title of Aps

49. Approval Dats

ing Official

TURN OVER FOR IMPORTANT INFORMATION
B-Part

1 - Employee Copy - Keep for Future Reference

Editions Prior to 7161 Are Mot Usable ATer
/30

6/30/93
MSM 7540-01-333-6236

Figure 29: Notification of Personnel Action
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2. Personnel Notification Document

Report Number

SI-650

Brief Description

Provides documentation of official personnel actions processed for
Smithsonian Institution. It reflects the data exactly as processed and as
contained in the database for the employee.

Report Availability

After the second Sunday following the end of the pay period.

51-680
I Trust Fund
Rew. 987

PERSONNEL
NOTIFICATION DOCUMENT

1. Nama (Last, First, Middiel

FIRST ACTION

2. Social Security Number

3 Date of Birth 4.

Effuctive Date

_ SECOND ACTION

5A. Code 5-8. Nature of Action

B-A, m.m.J 6-B. Nature of Action

B Fay Plan

7. FROM: Fositlon Title and Numbar

I

10, G o Leved [ 17 Stan oo S [ 12, Tastal Sularw

16. TO. Position Title and Mumbar

3. Poy Bania

16 Fay Plan

17 Geo Cooe | 18, Grade ar Lewel] 18, Giee w Al

20 Total Salary | Award 21 Pay Boss

12A Basic Pay l 126 Locality Poy

VIC Adi Bamc Fay I, Cthe Py

T0A. Dasic Pay V3N Localty Pay

T7C, Ay, Bamc Pay

T30 omer Pay

14, Organization Mame

22 Organization Name

EMPLOYEE DATA

F3_Veterans Status
1 Mone 6 - 30% Comp

[ 24 Tvps of Appointmant

8 - Indefinite 9 - Tamporary

35, Citizanship
| 1-U.8

8 - Oihar

AELRDTE

27_Life Insurance
1 - Eligithe 2 - Ineligibla

30 _Retirement Coverage

31, Sarvies Camp. Data |

B Heaith nsursnce
1. Eligible 2 . Inaligibie
[ 32 Work Schedula

29 Pay Aste Determinsnt

33. Par-Tame Hours

|

M FI“I’:A : !:lla‘:;.n 5 ;L‘:\‘g;lccg'\uc F - Full-tims P - Part-time | - intermittent Per Brwaskly Pay Paciod
4. NTE Date A5, FLSA Category 36, Diganizational Stucture Cada 37. Bargaining Unit Status
Exempt

: Nonex:
38, Duty Staton Code J8. Duty Station [Cay-County-State or Overseas Location)
A0, Supervisory Gode a1 az, 149. 44, Accounting Fund Number -
5 Aumarks
A6, Emploving Organization 50. Signatuie / Authentication and Tille of Anprowing Gtficial
47, Agency Codu "] 48, Personr nal Office 1.0. | 48. Approval Date

1 - EMPLOYEE COPY - KEEP FOR FUTURE REFERENCE

S1-680 0S8 764-348
Provicus Editions Unusable After 873087

Figure 30: Personnel Notification Document
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3. Within-Grade Increase Record

Report Number

AD-658

Brief Description

Provides 16 weeks advance notice that the employee will complete the
waiting period required for within-grade salary increase.

Report Availability

After the second Sunday following the end of the pay period.

L& DEPARTHENT OF AORICLLTURE
WITHIN-GRADE INCREASE RECORD

PART L.
1. MNAMEE (Lot e, siddle) 2. SOCIAL BECURITY M. 4. PAY FLAM 14, WE WATING FERIDD
EEGAMN
5. OCCUF 6. GRADESGTEP 7. PAY RATE DETER- B. SALARY 5. DUTY ETATION CODE 15 INT. DAYE N PAY STATUS
SERW MBNANT CODE = HO. DAYZ AZ OF (DATE!
T F 8 11. FERS. POSITION 12. STANDARD !
100 QFFICIAL TITLE OF POEITION | oy | h oy v 16. EFF. DATE FOR WGEI
12, ORGANIZATION ETRUCTURE CODE 17. WSl GRANTED
YEZ L]

DATRUCTIONS: The above employes will meet the time requitements for a WiEI on the date shown in Block 16, Final eligi-
bility for the WiEI depends upon vour detenmination as the employes's supervisor that the employee's performance is atan
“acceptable level of competence " Please make sure that you keep a record of any dismussions you hold with the employee on
this WG determination This record will be important shoald the employee request reconsideration if the within-grade increase
is withheld

LEVEL OF COMPETENCE DETERMINATION FOR WITHIN-GRADE INCREASE

PART I To be complstad, when applicabls, by the employes’s Immediate superdacr nof earller than 2 weaks prior to the
efMeciive date.

AM ACCEPTABLE LEVEL OF COMPETEMCE. | perscnally have considersd the work of the above-named em-
ployee in terms of the essential work factors of the position cccupied, and | cerify that | find the employee's
work to be of an acceptable level of competence within the meaning of 5 U.5.C. 53358,

BIGHNATURE AND TITLE OF BUPERVIZOR DATE

PART Ill. Tobe compleced, when applicable, by the employee's immediste supervizor and the Feviewing O cial.

I:[ MOT AN UMACCEPTABLE LEVEL OF COMPETENCE. (Contact Personnel Office.) | personally have
considered the work of the above-named employee in terms of the essential work factors of the position
occupied, and | certify that it is not of an acceptable level of competence to establish eligibility for a within-grade
increase.

SIEHNATURE AMD TITLE OF BUPER\VIZOR DATE

I:l | have discussed fully the work of this employee with the supervisor whose signature appears abowe, and con-
cur with the determination made.

BIEHATURE AND TITLE OF REVIENTNG OFF ICIAL DATE

RECOMNSIDERATION FINDINGS

FART IV. To be completed by am appropriate Apemcy Official should the employee request reconsideration.

I:[ The employee’s perfformance during the specified waiting period met the acceptable level of competence re-
guirement. The initial decision to withhold is hereby reversed. The within-grade pay increase should be ef-
fected on the original due date.

I:l The initial findings are sustained. The employse does not mest the acceptable level of competence require-
ment. Employee had been notified.

EISHATURE AND TITLE OF REVIEWING OFFICIAL DATE

ORIGINAL-NFC PROCESSING COPY FORM AD-558 (3-B1)

Figure 31: Within-Grade Increase Record

43






Publication Category: Reporting
Remote Forms Queuing System (RFQS)

4. Performance Appraisal

Report Number AD-435

Provides documentation of the supervisor's evaluation of the employee's
performance. It is produced 10 weeks prior to the completion of the
employee's rating period.

Brief Description

Report Availability After the second Sunday following the end of the pay period.

United States Department of Agriculture
Performance Appraisal

| 1 Sacial Sacunty No 2 POSITON NUmDer

= Fay Pan |; Dooup Senes

S Name (Last, First, Migdle Infial) & Grae/Step or Pay Level 7 Appralsal Period
From |™
& CMclal Position Tine 3 Crganization Structure Code
10 Duty Station 11 Funding Unit 12 Agency Usa 13 NFC Use
Inatructions
Eilocks 1 through 10, completed by NFG, Blocks 155, 15C., 150. Rate actual performance by enterng
shoald be reviewed and, If necassary, comacted. 2 for oritical elemeants and 1 for non-critical elements

Eilock 11. Enfer funding unit number. i appropriate coumn.

Bilock 14, Enter boef descrption of parformance alemants.
Bilock 15A. Check perfonmance elements identned
a5 critcal

Blocks 15E, 15F, 15G. Enter total of each column.
Block 15H. Enter total from 15E. 15F and 15G.
Block 18A. Check off the comect summary rating dgescribed In decislon

table [168).
Blocks 17 through 22, Sef-expianatory.

154 158 15C 15D

rincal Ex Meets Does Not
Performance Elements Element Fuily Fuily Mest Fully

(] Succedsiul Successiul Success

1)

F)

3)

4)

5)

&)

=

&)

El

10}

158 Declslon Tabls [sheck off Summary Rating in block 15A) 15E Exceeds 15F Mests 15 Doss
Rating of Outstanding If 15E squals 15H. 1} g |1t Mest
Rating of Unacceptabis 4 If any critical slsment Is ratad in 150. o
Rating of Supanior If no slémant 18 ratsd in 150; 15F s greatar 351 Enter botal EE]

than zaro: and 15E I8 greates than 15F. _ ]
Rating of Marginal 3 If 15G ks greater than 15E. and no critical 1€ + 15F + 15G - 15H
slamant Is ratsd In 150.
Rating of Fully Successaful If none of the above apply. 158 Summary Rating ($ee Declslon Table In 1668
2 Unsatisractory for SES
% Minimally 5ailafactory for SES [ cutstanaing
17 Empioyes (Check off appropriate box) O [] Supsior
a5
I nave 3 copy of USDA and Agency reguiations on empioyes responsiiifies [ Fully Succesatul
and conduct; | have discussed them with my supervisor and questions have O we [ marginai 5
been answered to my satisfaction. Ou =
18 Empioyea’s Signature Date I empioyes did Not Sign, State MB350
i Unaatistactory for SES
= Minimally Satiafactory for SES
finsiructions for resolutions of disputes ars on the reversa of ampioyee copy. )

12 Supenisors Signaturs |Da|.e

20 Reviewers Signatre Dats

21 Approving Cffcla’s or Funding Unit Date
M3nagers Signature {oplionai)

22 FOR 5ES ONLY

PFLAWES Bonus Amount

Figure 32: Performance Appraisal

Thiz form waz siectmnicaily produced by National Production Services Staft

Form AD-435 {11/
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5. Probationary or

Trial Period Report

Report Number

AD-507

Brief Description

Provides notification of employee approaching expiration of probationary
or trial period. It is produced at the end of the seventh month of the
probationary/trial period.

Report Availability

After the second Sunday following the end of the pay period.

PROBATIONARY OR TRIAL PERIOD REPORT

P = = X EMFLOYEE
ULE. DEPARTMIENT OF AGRICULTURE 1. TYPE OF PERIOD 15 EERVING:

IMPORTANT: THIS FORM IS DUE BACK TO THE PERSONMNEL OFFICE
NOT LATER THAN: SROBATIONARY TRIAL

I MAME

3. SOCIAL SECURITY NUMBER 4. PAY FLAN. OCCUR. SERIES AND GRADE

5. OFFICIAL TITLE OF FOSITION

& FERIOD OF SERVICE COVERED BY REPORT
FRO ™

T ABENCY 8. CRGANIZATICNAL STRUCTURE CODE

3. OFFICIAL DUTY STRTION

10 TENURE SROUF

1. TYPE APPOINTMENT

FOR COMPLETION BY SUPERVISOR. PFLEASE SEE REVERSE OF THIS FORM BEFORE COMPLETING THE FOLLOWING ITEMS.

STED BELOW:

I. PERFORMANCE
Interest in Work
Leadership
Initiative

Dependabiity

12 MDNCATE BY 5, O, M, OR U WHETHER THE EMPLOYEE'S PERFORMANCE IS5 SATIEFACTORY, DUTSTANDING, MARGINAL, OF UNSATISFACTORY N THE CHARACTERISTICS
L

Il. CONDUCT
Productivity - @@ @ @ @ Attendance
Quality of Work Punctuality
SeffDevelopment ____ General Department

13 MARRATIVE STATEMENT. Give your appraisal of this empioyes's Capacty for Qrowsh and polential deveiopment. (If necessary, use additional sheets and aSach.)

14. | CERTIFY THAT THE EMFLOTEE'S FERFORMANGE AND CONDUGT ARE: [CReck One) 5. | RECOMMEND THAT THE EMPLOYEE BS: (Check One)
A l:l SATISFACTORY a I:l RETAINED IN FRESENT POSITION
B. UNSATISFACTORY = SEPARATED FROM PRESENT FOSITION

EMFLOYEE MAY BE SITTED:

15, IF YOU RECOMMEND THAT THE EMFLOYEE BE SEFARATED FROM FRESENT POSITION, PLEASE INDICATE ANY OTHER WORK IN THIS ASENCY FOR WHICH YOU BELIEVE THE

17 SIGHATURE OF SUPERVISOR

12 TITLE 13, DATE

0. SIGMATURE OF REVIEWING OFFICIAL 1. TIMLE Iz DATE

FORM AD-S07 (REV. 1080}

Figure 33: Probationary or Trial Period Report
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6. Supervisory or Managerial Probationary Period Report

Report Number AD-773

Brief Description Provides documentation of the supervisor's evaluation of the employee's
performance while serving as a probationary period as a permanent
first-time supervisor or manager.

Report Availability After the second Sunday following the end of the pay period.

UNITED STATES DEFPARTMENT OF AGRICULTURE IMPORTANT
THIS FORM IS DUE BACK T TH
PERBONNEL OFFICE NO LATER lllr\N

SUPERVISORY DR MANAGERIAL PROBATIONARY PERIOD REPORT

TEOCIAL SEC. NO. T HNAME fLast, Elrat, Middics S PAGEATIONAAY PERIGD SERVED AS (Cheih Onel
Supervissrs
Supsrvinar Manager Manager

A FAY |5 OCCP. |6 GRAGE|7 SERVICE PEMIOD COVERED THIS AP T. ! BOFFICIAL POSITION TITLE

B AGEMCY CODE |10 ORGAMIZATIONAL STRUC TURE CODE || TGFFICIAL DUTY STATION

SEE REVERSE OF FORM BEFORE COMPLETING FOLLOWING ITEMS

12. FOR COMPLETION BY SUPERVISOR. IN THE AFFROPRIATE RESPONSIBILITIES LISTED BELOW, CHECK WHETHER THE EMPLOYEE'S
PERFORMANCE I8 SATISFACTORY OR UNSATISFACTORY

n SUPERVISCIRY PROBATIONARY PERIOD B MAN!GERIAL PROBAT\ONARV PERIOD

SATIS. UHSAT - SATIS- [UNSAT=-

¥ AL TEF AL RESPONSIBILITIES FAC- 15FAC- RESPONSIBILITIES
Torvy | ToRY ToRY To R . i

1 Assigns, directs, ond evalustes subardinates work Determines and sets programs’ goals

K

2 Orgonizes and urilizes staff rescurces Formulates, determines, and-or influences
effectively agency policy

3 Effectively delrm’nnrx und allocates rescurce
3 Accomplishes werk abjectives needs

4 |dentifies and mests development needs of

subordinates 4 Orgonizes and directs wark
5 Accomplishes crganizational alficmative actian
§ Recagnizes and performs employes counseling obiectives
& Maintains sffective ar ional climate & Evaluatas pragram affectivensss

7 Adheres to ogency and USDA rules and regulations

8 Accomplishes affirmative oction shjectives
13| CERTIFY THAT THE EMPLOYEE HAS COMPLETED THE REQUIRED B0 HOURS OF SUPERVISORY/MANAGERIAL TRAINING.

Yes Mo

na A Ta®
| RECOMMEND THAT THE EMPLOYEE BE RETAINED IN | RECOMMEND THAT THE EMPLOYEE BE RETURNED TGO
SUPERVISORY OF MANAGERIAL POsSITION, HONSUPERVISORY GR NONMANAGERIAL POSITION.

TE SUPPORTING AEASONSG FOM NOT RETAINING EMPLOYEE (N GURERVISORY OFR MANAGE RIAL POSITION «Mamstvel

T6 SUFPERVISONR E SIGHATURE B REVIEWING OF FICTAL S SIGHATURE
77 TITLE T Tieoave [ vitLe T Z1V OATE
EMPLOYEE'S COPY FORM AD -~ 773 {5/801

Figure 34: Supervisory or Managerial Probationary Period Report
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7. Certification for Within-Grade Increase

Report Number

CD-416

Brief Description

Provides advance notice that a Department of Commerce (DOC)
employee will complete the waiting period required for a within-grade

salary increase.

Report Availability

After the second Sunday following the end of the pay period.

1. Employee Name

U.S. DEPARTMENT OF COMMERCE

CERTIFICATION FOR WITHIN-GRADE INCREASE

important: Before completing this form, read the Instructions on the reverse side.

2. Date Ending Waiting Pariod

3. Title, Series, Grade, Step

4. Organization

5. Certification:

D | certify that the employee’s work Is of an acceptable level of competence to warrant an increase in salary to the next
step of the grade.

|:| | certify that the employee’'s work Is not of an acceptable level of competence to warrant an increase in salary to the naxt
step of the grade.

6. Complete CD-396, "Performance Plan, Progress Review, and Appraisal Record,” if employee’s current rating does not support the
decision to grant or deny the within-grade increasae.

Signature of Certifing Official Title Date
Elénaiura of'Appmving Official ihﬁe'n'fé-ti'l}ir'a-& Ey'BBEr'aﬂng unit) Titla Date

Signature of Personnel Office (opticnal) Title Date

Submitting Office Ne. Crganization Coda Agency Code

Return completed form to

by

(Bidg., Room)

(Date)

White-Employee Performance Folder—Pink-Employ

Suspense Copy

Figure 35: Certification for Within-Grade Increase
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8. Probationary or Trial Period Report

Report Number CD-35

Brief Description Provides notification of a DOC employee approaching expiration of
probationary or trial period.

Report Availability After the second Sunday following the end of the pay period.
[FHEM T3 UL R TGN T O (MM ERCE
o 148 PROBATIONARY OR TRIALPERIOD REPORT
T0 FROM

SERVICING HUMAN RESOURCES (FFICE

Instructions
The employes named bebow b serving a probationary or trial period. This “ea” period b an eviession of dhe 2 xami mtion process for Fedan] amployment, daring which the anployee
vzt denonsine the capacity and fimess 10 be retained in e Faden semvice. The supervisoror mamger of each emphoyee serving a probatiosary or il period mest ssbaita
sigmed sunement cenifiing tha the: amployee’s parfomunce md condirt bave heen foumd 1o be s ishaory or wsaishocry md racommend whe der e individal shodd be
reined The stmement, which bs provided by the sapervisar o e SHRO, misst be complaed 5o lner than cme month prior the d of e employes's pmba tiosary perind

1. Emplayes's Name 2. Probatiomary Period
e
Endt
1 Title, Series, irade 4. Organizaion

Suparvisors Report (Check One)
D T have fiund the parformance, conduct, and general fits of chamcter of the employes mamed ahove i be safictory.

D T have fiound the parformance, conduct, and general tits of chamcter of the employes mamerd ahove not to he sats facory.

Supenvisors Recommendation (Check One)
|:| T mcommend that the employee named above he retrined heymd fe expiraion of the probatimary or trial period.

|:| T meommend fhat the employee named above not he retsined heyond the expiration of the probationary or irial period.
[Nate: If yourecommend the emplayee not be refained, notify the personnel office Immediately)

Signaare of te Supervisr Dhate

Approvals as required | e Tite Dae
by applicable
debegations of
authority.

Sabend ating (ffice Number {rganen o Uinde Agmey Uinde

Remm campleted form to yor serviciimg Humen Resooces Otffice ane manth prior to the end of the employes's prohagionary perind.

Fik:a Employe: Poremmin: Fil o San ae E-LFF

Figure 36: Probationary or Trial Period Report
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9. Record of Leave Data

Report Number SF 1150

Brief Description Provides documentation to transfer employee leave balances to another
Department or to certify the leave balances when an employee
separates from the Government service.

Report Availability After the second Sunday following the end of the pay period.

RECORD OF LEAVE DATA

1 Mame (Last, First, Middie) 2. Social Security MUmber 3. (For agency us=)
4. Date and Nature of Separation S. A, Subject to 5 U.S.C. 6304(B) (45 day leave ceiling) [] ves [Ine
B. Last Date Subjectto S US.C. 6304(B) C. Annual Leave Balance as of That Date
(Hours)
6. Total Senvice for More than 15 vears
cave (as of Date
of Separation) Less Than 15 Years (show) vears Months Days
SUMMARY OF ANNUAL AND SICK LEAVE SUMMARY OF HOME LEAVE
7. Carryover Bal- MO DAY | vYEAR HOURS 15 Basic Service Period of 24 MO DAY | vEAR
ance From Annual Sick Restored Months of Continuous
Pricr Leave L . o i Mmoo Date Started
ear Ending = -
Date Completed
& Cumrent Leave
Year Accrual Through Pay Period Ending 19. Current 12 Months Accrual Period | MO DAy | YEAR
(i 90 day restriction applicable, Began on
explain in remarks) | |
Saiota Hours Absent Without Pay Since
10. Reduction in Credits. If Any (current year) That Date

11_Total Leave Taken, Current Year Through
Date of Separation

MO, DAY YEAR
20. Current Balance {or accrual) as of i i

12_ Balance

3. Total Hours Paid in Lump Sum Mumber of Days
(includes hours for holidays)
—_— 21. Twelve Months Accrual Date as of Date of Separation
14._ Salary Rate(s) Per Hour: Number of Days
15. MO | DAY | YEAR | HOURS FROM TO
- . 22 Dates Leave
Lump Sum Leave Dates (if part-time From Used Prior 24 MO DAY YEAR MO DAY YEAR
tour, explain in Remark: Thiu Months
a. Restored From
Thia
b_ Annual Leave Above Ceiling From
Thia
c. Annual Leave Within Ceiling From
Thru
ABSENCE WITHOUT PAY
16 During Leave Year in Which Separated Hours MILITARY LEAVE FROM TO
=3 JDuing Cisrent MO DAY | YEAR | MO. DAY | YEAR
Calendar Year
7. A_ Date of Last Equivalent Increase MO. | DAY | VEAR A. Regular-
Active Duty
or Training
B. Special-
B. Total LWOP Hours Since Last Equivalent increase (except Lins= Civil
during military service and while in receipt of OWCP payments) Disturbance

24 Remarks (nclude shore leave iNformation, if applicable):

25. Certiied Correct By: (Signaturs) 26 Title, Agency, Address, Telephone Number 27. Date

1150-113 STANDARD FORM 1150 (REV. 12-77)
CIVIL SERVICE COMMISSION
FPM SUPP. 296-31 AND 990-2

Figure 37: Record of Leave Data
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10. Classified Employee Control Listing of Within-Grade Increase Forms
for Full-Time (F/T) and Part-Time (P/T) Employees

Report Number AECO36T7

Brief Description Provides a list of employees for whom Form AD-658, Within-Grade
Increase Record, is being distributed. Four different reports are
generated depending on the personnel office identifier entered on the
selection criteria screen for the classified employee Within-Grade
Increase (WGI) List option.

Report Availability After the second Sunday following the end of the pay period.
PREPARED X04704%X AECOO8TT CLASSFED EMPLOYEE CONTROL UISTING OF PAGE 1
- - T WIN-N-ORADE NCREASE F ORMS FOR F11 AND P17 EMPLOVEES = AS OF 0UI0U( —
W S USSP OF SPECUL COURGED TRE ST IR BELTSVILE. KO
__‘EIFUJTE‘E;?E TFFICTAC O
5 COMMENCING PAY NON-PAY INTERMITTENT
__ Y
c gjﬁa_ [LEVE..;_ PAY l:)ci::s ;ﬁmm ENOF N&E@TWA?S \P;‘Euﬁ STATUS DAYS
SOL SCNIST BELISYLLE MO
J00CI0(-000CK 08530621 45846589 a5 11 2 oss0 0 000XXX XXXXXX 00000 24 0100 033 o g 20000 000 0000
: FURT PRYSRT, BECSVOE WD
mm%g'lc:gg;w QE50820587458548  GS 12 2 oa3s o XXXXXXXX yuxuwx aoenoqor 240100 033 XX 2000 000 0000

Figure 38: Classified Employee Control Listing of Within-Grade Increase Forms for F/T and P/T
Employees
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11. Classified Employee Within-Grade Increase 16-Week Listing for F/T
and P/T Employees

Report Number AECO36S1

Brief Description Provides a list of WGIs for classified employees in pay plans GS, GG,
LG, FO, FP, AL, CA, and TR whose latest performance appraisal rating
is fully successful or greater. The WGI is generated by the PPS for each
of these employees. It is produced 16 weeks prior to the due date of the
employee's WGI. This report is not applicable to the Office of Special
Counsel (OSC).

Report Availability After the second Sunday following the end of the pay period.
PREPARED OG-20K-30K  AECO3ESH CLASSIFIED EMPLOYEE WITHIN GRADE TNCREASE SIXTEEN WEEK LISTING PAGE 1
T TTTTTFoR /T AND FJ/T EMPLOYEES J0GXOEOC

“F=»<><» A WITHIN GRADE INCREASE ACTION WILL BE PROCESSED FOR FACH LISTED EMPLOYEE WHOSE LATEST PERFORMANCE  <-<-<-<-<-
Srraezezen RATING IS FULLY SUCCESSFUL OR GREATER, UNLESS ACTION IS TAKEN TO DENY THE INCREASE. <-g-<-g-gegn

+* SENSITIVE PERSONNEL DATA - USE I5 RESTRICTED »=

AG DA DA DEFARTMENTAL ACMINISTRATION POI 5160 WASHINGTON, DC
EMPLOYEE MAME OFFICIAL TITLE OF POSITION DUTY STATION I.DC.!TIW
I ORG. o PAY COMMENCING NON-PAY _ [NTERMITTENT
STRUCT. LEVELS PAY occ RATE INDIVIDUAL MASTER DATE TOWARD 5ﬁ0CESS[NG STATUS DAY S
S0C SEC ND -2-- THRU --8- PLAN GRADE SERIES DETR POS. NO REC NO WGI D & CODES PAY PERIOD HOURS WORKED ELAPSED
DOE, JOHN TRAVEL COORDIMNATOR WASHINGTOMN, DT
K- 2401002000000000 GS 07 5 0301 o O01HQ RECOBY HHOOOK 11 0010 001 18 T4.00 ooe 0000
DOE, JOHN MATL CLK WASHINGTON, DC
A N N, SEE00CCA00000000 G5 04 4 0305 o O11H0 200191 11 0010 001 18 16.75 o0o 000
DOE, JOHN MAIL CLK o ___WASHINGTON, DC
WX —Y0(x  FBED000400000000 G5 03 1 0305 0 OO5HD 29T040  200000C 11 0010 Q01 18 94.50 00 000
DOE, JORHN LEG TECHNCHN WASHINGTOM. DT
030 9201000000000000 G5 08 5 0288 O COIrg ADD3A4 110010 G 18 67.76 [ re] [eee]
DOE, JOHN FACILITIES UITLIZATION SPEC WASHINGTON, DC
OO XX, 9BB0000 100000000 G5 12 7 0901 0 OGIHG 200813  XKDOWOL 11 0010 0Of e 060 0000
DOE, JOHN FACILITIES UITLIZATION SPEE WASHINGTON, DC
SO W QBE0000 100000000 GS 12 3 0301 0_ 002HG 13 11 0010 Q01 18 000 [iaei]
EMPLOY ING OFFICE TOTAL 5

Figure 39: Classified Employee Within Grade Increase Sixteen Week Listing for F/T and P/T
Employees
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12. Classified Employee WGI Status Sixteen Week Listing for F/T and P/T
Employees

Report Number AECO36S2

Brief Description Provides a list of employees in pay plans GS, GG, LG, FO, FP, AL, CA,
and TR whose latest performance appraisal is less than satisfactory. A
WGI will not be processed for these employees. The report is produced
16 weeks prior to the due date of the employee's WGI. This report is not
applicable to the OSC.

Report Availability After the second Sunday following the end of the pay period.
PREPARED »04h0050¢ AECD3652 CLASSIF]ED EMPLOYEE WGl STATUS SIXTEEN WEEK LISTING FAGE 1
F/T AND P/T EMPLOYEES - AS OF - 300001

>=> A WITHIN GRADE INCREASE ACTION WILL /NOT/ BE PROCESSED FOR THESE EMPLOYEES - DUE TO LESS THAN SATISFACTORY PERFORMANCE <-<
Rttt TO GRANT AN EMPLOYEE & WITHIN GRADE INCREASE THE AGENCY MUST CHANGE THE PERFORMANCE APPRAISAL C-E-E- -

** SENSITIVE PERSONNEL DATA - USE 15 RESTRICTED ++

&G 11 11 FOREST SERVICE POI 5121 SANDY, OR
EMPLOYEE MAME OFFICIAL TITLE OF POSITION DUTY STATION LOCATION
ORG. PaY COMMENC ENG PROJECTED NDN-PAY INTERHITTENT
STRUCT. LEVELS FPAaY ocC RATE INDIVICUAL MASTER DATE TOWARD PAY FERIOD STATUS
S0C SEC NO -2-- THRU --B- PLAN GRADE SERIES DETR POS. NO REC NO WG D S CODES WGl DUE HOURS HDRKED ELAPSED
OC_SRWCS ASST ESTACADA, OR
0Ky D 107000317000000 GS 08 2 0186 0 5107314 1708 paiieiivg 41 0650 D05 18 000 0000 }
EMPLOYING OFFICE TOTAL 1

Figure 40: Classified Employee WGI Status Sixteen Week Listing for F/T and P/T Employees
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13. Classified Employee Within-Grade Increase Four Week Notification
for F/T and P/T Employees

Report Number

AECO36U4

Brief Description

Provides a list of employees whose latest performance appraisal ratings
are fully successful or greater. It is produced 4 weeks prior to the
generation of WGls for those employees listed on the report. It updates
the 16-week notification previously issued. This report is not applicable to
the OSC.

Report Availability

After the second Sunday following the end of the pay period.

PREPARED 05/17/2000 AECO36U4 GLASSIFIED EMPLOYEE WITHIN GRADE INCREASE FOUR WEEK WOTIFICATION PAGE 1

FOR F/T AND P/T EMPLOYEES - A5 OF 05/06/2000

-3-B-3-3-3

EERFEETEY A WITHIN GRADE INCREASE ACTION WILL BE PROCESSED FOR EACH LISTED EMPLDYEE WHDSE LATEST PERFORMANGE <=geg-<-<-

RATING 15 FULLY SUCCESSFUL OR GREATER, UMLESS ACTION IS TAKEM TO DEMY THE INCREASE. g dfegegega

=+ SENSITIVE PERSONMNEL DATA - USE 15 RESTRICTED »s

AG FA FA FARM SERVICE AGENGY POI 4825 BOISE, 1D
EMPLOYEE WNAME OFFICIAL TITLE OF POSITION GUTY STATION LOCATION
ORG. BAY COMMENC ING ¥G NOM-PAY _ INTERMITTENT
STRUCT. LEVELS PAY 0L RATE INDIVIDUAL MASTER DATE TOWARD PROCESSING STATUS BAYS
SOC_SEC NO -2-- THRU --8- PLAN GRADE SERIES DETR POS. NO REC NO WGI D § CODES PAV PERIOD HOURS WORKED ELAPSED
DOE, JOHN PROGRAM TECHNICIAN ARCO, 1D
KA AKX 05400100 1000000 G5 06 1 1101 0 000000C(  XODO(K  06/06/95 16 0060 023 2 00 0000

EMPLOYING OFFICE TOTAL 1

Figure 41: Classified Employee Within Grade Increase Four Week Notification for F/T and P/T

Employees
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14. Control Listing of Performance Evaluation Forms Prepared for F/T
and P/T Employees

Report Number AECO36T8

Brief Description Provides notification that Form AD-435, Performance Appraisal, has
been distributed for each employee listed. It is prepared five pay periods
to the evaluation due date.

Report Availability After the second Sunday following the end of the pay period.
PREPARED »0000h0¢ AECOSETE CONTROL LISTING OF PERFORMANCE EVALUATION PAGE 2
FORMS PREPARED FOR F/1 AND P/T EMPLOYEES - AS OF 00500

++ SENSITIVE PERSONNEL DATA - LSE 15 RESTRICTED &=

AG DA DA DEPARTMENTAL ADMINISTRATION PO §360 WASHINGTON, DC
EMPLOVEE NAME OFFICTAL TITLE OF POSITION DUTY STATION LOCATION
PAY
STRUCT LEVELS ~ PAY GCC  RATE INDIVIDUAL MASTER PERFORMANCE EVALUATIGN
SDC SEC NO -2-- THRU --8- PLAN GRADE SERIES DETR P05 _NO REC_NO DS CODES ++FORMS DUE PAY PERLIOD 15 =+
DOE, JOHN MAIL & SECURITY CLERK WASHINGTON, DC
WX-XK-XXK 9BEOO00400000000 G5 05 1 0303 O 004HQ 296085 11 0210 001
DOE, JOHN LEGAL TECHNICTAN WASHINGTON, DC
9201 G5 08 5 0586 O O0IHG ADOBE1 110010 001
DOE. JOHN EQ _EMPLMT SPECLST WASHINGTON, DC
XXX 9201000000000000 G5 14 6 0260 © 001HQ REOO 11 11 0010 OGH
EMPLOYING OFFICE TOTAL 17

Figure 42: Control Listing of Performance Evaluation Forms Prepared for F/T and P/T Employees
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15. Notification of Expiration of Probationary or Trial Period

Report Number

AECO36T2

Brief Description

Provides a list of employees approaching expiration of probationary or
trial period. It is prepared 4 months prior to expiration of probationary or
trial period.

Report Availability

After the second Sunday following the end of the pay period.

_ PREFSRED KN/KNSHK  apcoasts

NOTIFICATION 0F Fa=1RATION OF FESE

FalBaTlola=y Ok TRIAL FexlOD -

45 OF DLOGE

ww SEREITIVE PERSOMKEL DATA - USE I3 ®ESTRICTED #+

T [N I9 [MMIGEATION AnD waTURALTIRTTON SERVICE

Fal [LTE] DRLLAS, TE

EMFLOVER NAWE 5.5. MMNIZ DUTY STATION

DORG, GTALCTURE COGLS "
LOCA&TIEN 3 3 4 % & 7 R BE MR R

DOE. 4o JOOCX-KNK LoF FREFHDS, TX — Ad110-081 30 3O QITY 1T 00 00 0
DOE, JOHN OO0 FALFUEEIAS, TX A8-2290-047 30 30 G175 11 00 00 03
DOE. JOHM MOO-NE-X00 pALLAS, TH AR E7BI-043 00 30 0460 03 00 00 0O

Figure 43: Notification of Expiration of Probationary or Trial Period
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16. Control List for Supervisory/Managerial Probationary Period Report
Forms

Report Number AECO36T3

Brief Description. Provides notification that DOC Form CD-352, Certification of Satisfactory
Completion of Probationary Period (Supervisory/Managerial), has been
distributed for the employee approaching expiration of
supervisory/managerial probationary period.

Report Availability After the second Sunday following the end of the pay period.
PREFARED MM‘)&( AECO36T3 CONTROL LIST FOR §UPERVISORY{MWGER1AL PAGE 1

PROBATIONARY PER.DD REPORT FORMS - AS OF

++ SENSITIVE PERSONNEL DATA - USE IS RESTRICTED ==

AG FA FA FARM SERVICE AGENCY POL 4888  MORGANTOWN, WV

DRG. STRUCTURE CODES
EMPLOVEE MAME §.5. NUMBER D U T ¥ STATIOMN LOCATIOMN 2 3 4 5 & T 8 REMAREK
DOE. JOHN KKK ELKINS, W 54-0810-083 05 14 0009 0O 00 OO OO

EMPLOYING OFFICE TOTALS 1

Figure 44: Control List for Supervisory/Managerial Probationary Period Report Forms
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17. Control List for Supervisory/Managerial Probationary Forms

Report Number AECO08301

Brief Description Provides notification that Form AD-773, Supervisory or Managerial
Probationary Period Report, has been distributed for the employee
approaching expiration of supervisory/managerial probationary period.

Report Availability After the second Sunday following the end of the pay period.
PREPARED jochochoc - AECOB301  CONTRGL LIST FOR SUPERVISORY/MANAGERIAL PROBATIONARY FORMS - ENDING >0020¢0¢ PAGE 1
EMPLOYING OFFICE CODE 1812 SILYLR SPRING MD. 20910 ++ SENSTTIVE PERSONNEL DATA - USE_I5 RESTRICTED ++

AGENCY CODE _ CM54 NATIONAL OCEANIC AND ATMOSPHER

supy/ PROJECTED
EMPLGVEE NAME S5, NOWBER MR DUTY STATION ORGANTZATION STRUCTURE END DATE
EE 7 WASHINGTON 06 NATIONAL OCEAN SERVICE XKIKXIK

i oo AERONAUTICAL CHARTING AND CART

REQUIREMENTS AND TECHNOLDGY ST

DOE. MARY HXAKK=IOK, 2 SILVER $PRING 1] MAT MARIME FISHERIES SERVICE XXIXIXK_|
OFC OF ASST ADMIN FOR FISHERIE
OFFICE FOR _LAW ENFORCEMENT

Figure 45: Control List for Supervisory/Mangerial Probationary Forms
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18. Employees Approaching Expiration of Limited Appointment -
Temporary

Report Number AECO37T1
Brief Description Provides a list of employees approaching expiration of limited
appointment. It is generated three pay periods prior to the expiration
date.
Report Availability After the second Sunday following the end of the pay period.
PREPAREC XX/XHIXX AECO37T1 EMPLOYEES APPROACHING EXPIRATION OF LIMITED APPOINTMENT - TEMPORARY - A5 OF KKb(xb(K PAGE 1
*+ SEMNSITIVE PERSONMEL DATA - USE IS5 RESTRICTED #x
AG 03 03 AGRICULTURAL RESEARCH SERVICE POI AB60 BELTSVILLE, MWD
EMPLOYEE MNAME
ORG. SERVICE NOT TO APPOINTMENT LIMITATION
STRUCTURE PAY ace TYFE YEAR EXCEED MAXTMUM EXPENDED BALANCE
SOC SEC NO i 3 4 PLAN GRADE SERIES APPT DATE DATE DOLLARS HRS DAYS DOLLARS HOURS DAYS DOLLARS HOURS DAYS
DOE, JOHN
MO 01 03 D322 GS 03 01 0326 09 00/00/00 + xoiooinod
STRUCTURE LEVEL ©Of 03 0322 TOTAL 1
- SPLIT TEA REPORT REQUIRED WHEN SERVICE YEAR IS IN THE MIDODLE OF A PaYy PERIGD - = SPECIFIC LIMETATION BELNG APPROACHED

Figure 46: Employees Approaching Expiration of Limited Appointment - Temporary
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19. Notification of Employees in Non-Pay Status with Expired NTE Dates

Report Number

AECO37T5

Brief Description

Provides a list of employees in non-pay status with expired not-to-exceed
(NTE) dates.

Report Availability

After the second Sunday following the end of the pay period.

" PREPARED XXIXX[XX

AECD3TTS NOTIFICATION OF EMPLOVEES IN NON-PAY STATUS WITH EXPIRED NTE DATES - AS OF XXDOMMXX FAGE i

** SENSITIVE PERSONNEL DATA - USE 15 RESTRICTED ==

AG FA FA FARM SERVICE AGENCY POt 4881  WASHINGTON, DC
SOClaL EMPLOY - BEGTNNING NTE ORG
EMPLOYEE NAME SECURITY MENT DATE OF DATE STRUCTURE D U T ¥ STATION LOCATION
NUMEBER STATUS NON PAY STATUS 2 3 L]
DOE, JOHN FOOL-XH X0 LWOP-30+ 05,/09/99  03/03/00 07 Q7 0001 ALEXANDRIA VA 51 0040 510
EMPLOYING OFFICE TOTAL 1

Figure 47: Notification of Employees in Non-Pay Status with Expired NTE Dates
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20. TAPER and Status Quo Employees Approaching Eligibility for
Conversion to Career

Report Number

AECO37T6

Brief Description

Provides a list by pay period of TAPER (temporary appointment pending
establishment of a register) and status quo employees approaching
eligibility of conversion to career positions. A TAPER employee is
employed under an Office of Personnel Management (OPM) authority
granted to an Agency when there are insufficient eligibles on a register to
fill a position. A status quo employee is one who failed to acquire
competitive status when his/her position was placed in the competitive
service by a statute, Executive Order, or Civil Service Rule which
permitted retention without acquiring such status.

Report Availability

After the second Sunday following the end of the pay period.

PREPARED Yxhoohot AECD37TE TAPER AND STATUS QUO EMPLOYEES APPROACHING ELIGIBILITY
PAGE 1
FOR_CONVERSION TD GAREER - A5 OF xxhboxfxx
AG 11 11 FOREST SERVICE LH 5127  CORVALLIS, OR
SOCIAL ORG. BEGINNING E/T DuTY
SECURITY STRUCTURE TYPE DATE TOWARD TYPE EXCESS__INT P/T STATION PAY
STATUS
EMPLOYEE NAME NUMBER 2 3 4 APPT CAREER EMP__ AWOP_DAYS DAYS ST CITY CTY PLAN G
RADE  QUO

107

DOE, JOHN

JO-XX X 08 12 0000 ©01  00/00/00 INT 0000 OO0 000 41 D420 003 G5 1

EMPLOYING OFFICE_TOTAL 1

Figure 48: TAPER and Status Quo Employees Approaching Eligibiity for Conversion to Career
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21. Employees Approaching Expiration of Grade Retention

Report Number AECO37T9

Brief Description Provides notification of employees approaching expiration of grade
retention. It is generated three pay periods prior to the expiration date.

Report Availability After the second Sunday following the end of the pay period.
PREPARED XX[XXIXXK AECO37T9 EMPLOYEES APPROACHING EXPIRATION OF GRADE RETENTION AS OF - AS DF XXMM PAGE 1
#% SENSITIVE FERSONNEL DATA - USE [S RESTRICTED *=
AG 11 11 FOREST SERVICE POL 5140 GAINESVILLE, GA
EMPLOYEE NAME INDIVIDUAL * CURRENT PAID GRADE DATA * GRADE RETENTION DATA
SOCTAL ORGANTZATIONAL POSITION - OCCUPATION GRADE SALARY - OCCUPATION GRADE EXPIRATION
SECURITY STRUCTURE CODES NUMBER * P/P SER_FUNC /STEP AMOUNT RT FRD® P/P SER FUNC DATE
DOE, JOHN * »
OO XX-xx OB 03 0007 00 00 0C 00 D0BGI0AT * GS 0462 00 09/0B 042640.00 PA A # GS 0462 00 o7 XTI
STRUCTURE LEVEL OB 03 TOTAL 1

Figure 49: Employees Approaching Expiration of Grade Retention
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22. Report of Retirements

Report Number

AECO37T4

Brief Description

Provides a list of employees for whom a retirement action has been

processed either in the pay period of the report or in the preceding pay
period. It also states the type of retirement.

Report Availability

After the second Sunday following the end of the pay period.

PREPARED MU[UN

AECO37T4 REPORT OF RETIREMENTS - AS OF Xxfufux PAGE 1
AG 03 03 AGRICULTURAL RESEARCH SERVICE POL 4860 BELTSVILLE, WD
CREDITABLE
ORG. STRUCTURE CODES  PAY DGC  GRADE OR BIRTH DATE  DUTY TYPE OF  SERVICE
EMPLOYEE NAME / 2 3 4 5 5 T & PLAM SERIES SALARY STATION  RETIREMENT YRS MO DA
- RESIDENCE POSITION TITLE
DOE, JOAN G 12 1275 48 00 0O GO GM 1320 13 owowce | 0100 033 24 OPTIONAL @5 08 12
123 MAIN STREET RETIREMENT DATE XXBOPRK RES CHEMST
BELTSVILLE o 30705
DOE, JOAN 50 63 5366 05 00 0O 00 G5 0404 08 oo 0010 D11 16 OPTIONAL 18 09 0B
555 OCEAN BLVD RETIREMENT DATE PO AGRL SCI RES TECHMCN
AMERICAN FALLS 1D 83211

EMPLOYVING OFFICE TOTAL Z

Figure 50: Report of Retirements
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23. Vacancy Review Notice

Report Number

AECO04604 (PMS 1)

Brief Description

Provides notification to managers of positions vacated within the last
2 weeks and the staffing options available.

Report Availability

After the second Sunday following the end of the pay period.

PREPARED XXXE[XK AECO4604  (PMS 1)

VACANCY REVIEW NOTICE - AS OF XXfAXfxx PAGE 1

TR 40 40 BUREAU OF ALCOHOL, TOBACCO & FIREARMS SOM 4038 WASHINGTON, DC
MASTER
POSITL HRECDRD POSITION PaY OCCUPATIONAL  GRADE
ORGAMIZATIONAL _STRUCTURE MUMBER MUMEER POSITION OFFICIAL TITLE PLAN SERTES LEWEL
40 60 30 0000 00 00 00 00 o79398 00002317 CRIMINAL INVESTIGATOR G5 1811 00 14

= & + + « THIS POSITION WAS VACATED oo

IR

O]

L] YOUR STAFFING OPTIONS ARE :

PLEASE CONTACT YOUR PERSOMNEL SPECIALIST IF YOUR INTENTION 15 TO .'. L] REASSIGHMENT
FILL AS DESCRIBED CHANGE TITLE AMD SERIES - OPM CERTIFICATE
FILL AT LOWER GRADE INACTIVE POSITION - VACANCY ANMOUNCEMENT
FILL AT HIGHER GRADE ABDLISH POSITION * RETNSTATEMENT
- SPECIAL PROGRAM
R N N R R N N R N R N N NN N ) CORRECT A MISCLASSIFICATION

TF ¥OU HAVE DECIDED T0 FILL THIS VACANGY ,

ATTACH AN 5F-52.

SIGNATURE

Figure 51: Vacancy Review Notice
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24. Notification of

Position to be Inactivated

Report Number

AECO04604 (PMS 2)

Brief Description

Provides notification to managers of positions vacated for 9 months that
will automatically be inactivated by the system. A tickler report is issued
6 months after the date the position is vacated. A final report is issued

1 month before the position is inactivated.

Report Availability

After the second Sunday following the end of the pay period.

PREPARED XX/XX{XX

AECD4604  (PMS 2)

THIS NOTIFICATION PREPARED AS OF PAY PERIOD EMDING CURRENT DATE

NOTIFICATION OF POSITION TO BE IMACTIVATED PAGE 1
TR 40 40 BUREAU OF ALGOHOL, TOSACCO & FIREARMS SON 4038  WASHINGTOW, DC
MASTER
POSITION RECORD POSTTION PAY OCCUPATIONAL GRADE
ORGAMIZATIONAL STRUCTURE HNUMBER NUMEE R POSITIOM OFFICIAL TITLE PLAN SERIES LEVEL
40 30 10 3000 10 00 00 00 097141 0000733 IBIS SPECIALIST G5 £301 00 2]

* % 4 & &« THIS POSITION WAS WACATED >OWROWNCC

4 . W

INACTIVATED ON

UNLESS ACTION IS TAKEN TQ FILL ,
ety

POSITION WILL BE

Figure 52: Notification of Position to be Inactivated
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25. Summary Performance Evaluation

Report Number Memorandum

Brief Description Provides notification to the supervisor that a DOC employee should
receive an interim performance evaluation in compliance with the
Department's appraisal system.

Report Availability After the second Sunday following the end of the pay period.

MEMORAMDUM FOR

FROM: Personnel Off fcer

SUBJECT - Summary Parformance Rating

The folloewing empioyes was assigned to your crganization for at
least 120 days during the current performance appraisal cycle:

WAME:  DOE, MARY
PAY PLAN, SERIES, GRADE: GG, 0303. 04
ORGANIZATION: NATIONAL PROCESSING CENTER 3 11 15 005

BEGINNING DATE OF RATING PERIDD :x0oninoe
EMDING DATE OF RATING PERIOD: xoonoonor

Under the Dapsrtment’s performance management system, this
employee is entit'ed to a summary performance rating for the work

performed during the specified period within 30 calendar days of
the ending date shown above.

Please complete a CD-336, "Performance Management Record", for
this employee and submit it to my office bycuRRENT DATE.

If you have any gquestions about this requirement. contact

Figure 53: Summary Performance Evaluation
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26. Interim Performance Evaluation Report

Report Number Memorandum

Brief Description Provides notification to the supervisor that a DOC employee should
receive an interim performance evaluation in compliance with the
Department's appraisal system.

Report Availability After the second Sunday following the end of the pay period.

__MEMORANDUM FOR (TQ BE COMPLETED BY PERSONNEL QFFICE)
_FROM: PERSONNEL OFFICER
—SUBJECT _ SUMMARY PERFORMANCE RATING

THE CUHRENT PEHFOHMANCE AF’P'HAISAL CYCLE:

NAME: JOHN S. DOE
007

ORGANIZATION: GRAND FIAPIDS (WSO) MICHIGAN 200 200 XX 200X

BEGINNING DATE OF RATING PERIOD: JXXX
ENDING DATE OF RATING PERIOD:  X0XN0UXX

UNDER THE DEPARTMENT'S PERFORMANCE MANAGEMENT SYSTEM, THIS EMPLOYEE IS ENTITLED TO A SUMMARY

PERFORMANCE RATING FOR THE WORK PERFORMED DURING THE SPECIFIED PERIOD WITHIN 30 CALENDAR DAYS OF
THE ENDING DATE SHOWN ABOVE.

PLEASE CONTACT (TO BE COMPLETED BY PERSONNEL OFFICE) TO DETERMINE IF YOU MUST COMPLETE

A CD-386, "PERFORMANCE MANAGEMENT RECORD,” FOR THIS EMPLOYEE.

Figure 54: Interim Performance Evaluation Report
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27. Conversion

to Career Tenure Four Week Notification

Report Number

AECO37U8

Brief Description

Provides notification to the Agency that an employee will become eligible
for conversion to career tenure.

Report Availability

After the second Sunday following the end of the pay period.

- PREPARED XX/XXSXX AECOITUR CONVERSION TO CAREER TEMURE FOUR HEEI_?XDU'IIF]CA'IIDN PAGE 1
AS ETEEIRX

=+ SENSITIVE PERSONNEL DATA - USE 15 RESTRICTED =+

EF P AN 880/CHG [N TENURE ACTION WILL BE PROCESSED FOR EACH LISTED EMPLO -g-g-g-
e ) UNLESS ACTION IS TAKEN TO ALTER YHE CAREER-PERMANENT - ?Eu.ns-snnr DATE ¢ogrgagace
AG FA FA FARM SERVICE AGENCY PO1 4BB1  WASHINGTON, DC
EMPLOYEE NAME OFHCIAL TITLE OF POSITION DUTY_STATION LOGATION
ORG. CAREER B8O NOW-FAY INTERMITTENT
TRUCT. LEVELS PaY oce nue INDIVIDUAL MASTER PERM-TEN-ST PROCESSING STATUS DAYS
C NO -2-- THRU --B- PLAN GRADE SERIES DETR POS. NO  REC NO  DATE DS CODES PAY PERIOD HOURS  WORKED ELAPSED
DOE, JOHN AGRL PROG SPEGLST WASHINGTON, DC
o114 GS 13 2 1145 _ O 00028871 114530 11 0010 001 12 000 0000
DOE, JOHN AGRL PROG SPECLST WASHINGTON, DG
JOOK-XF-XOOOK OP11000300000000 GS 13 2 1145 0 00029 114530 XERORC, 11 0010 001 12 000 Q000
SYRUCTURE LEVEL ©1 11 0003 TOTAL 2
POI TOTAL 2

Figure 55: Conversion to Career Tenure Four Week Notification
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28. Senior Executive Service (SES) Recertification Notification

eport Number AECO37V1

Brief Description Provides a list of SES employees due to be recertified within 2 weeks of
the "projected as-of date".

Report Availability After the second Sunday following the end of the pay period.
PREPARED JXOUXX AECO3TVA SES RECERTIFICATION NOTIFICATION ___ PROJECTED AS OF 000U . PAGE 1
AG XX X0 - AGENCY NAME PERS. OFF. |0 2000 CITY, STATE
PAY GRADE DATE ENTERED DATE OF LAST _TYPEAPPOINTMENT . ..
EMPLOYEE NAME TR Pt o SES RSN TERTIFICATION CODE
SOCSECNO 23 4
- % 08 A ES 00/03 D00 JOUCEK o
DOE, JANE
HODCHR-X000L o 08 002 ES 0001 KO0 JOUCKOK o e -
DOE. BOB
YOOL-XK 000K [ T ES 0002 TRGTRK FORICRTRR [7]

Figure 56: SES Recertification Notification
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29. Position NTE Date Approaching Expiration

Report Number

AECO04604 (PMS 3)

Brief Description

Provides notification to management of positions approaching NTE date.
Tickler reports are issued prior to the NTE date at 3-month, 2-month, and
1-month intervals.

Report Availability

After the second Sunday following the end of the pay period.

PREPARED XXSXXIXX AECO4804  (PMS 3) POSITION NTE DATE APPROACHING EXPIRATION PAGE i
Dy _HC MG HEADQUARTERS COMPOMENTS (00} SON 1034 WASHINGTON, B
MASTER
POSTTION RECORD POSITION PAY OCCUPATIONAL GRADE
ORGANIZATIONAL STRUCTURE NUMBER NUMBER POSITION OFFICIAL TITLE PLAN SERIES LEVEL
HE 17 19 0100 00 00 00 00 CMOO1A 00103289 TRIAL ATTY GS 0905 00 185

THIS MOTIFICATION PAEPARED AS OF PAY PERIOD ENDING 05/20/00.

EMPLOYEE NAME :

W A B N [ N G

Eumremesrarenenrane

TAEAEsRARE s saRtsnn

ee THE

NTE 0DATE FoRrR P2SITION 1s 08/01/00 . * koA

SPLEASE NOTIFY YOUR PERSONNEL $SPECIALIST OF INTENT FOR THIS POSITION:

EXTENSION OF EXPIRATION DATE

APPOINTMENT TO
TERMINATION

ANOTHER POSITION

OTHER

T CAUTION SHOULD BE EXERCISED TO ASSURE THAT NOTIFICATION OF INTENT IS EXPRESSED SUFFIGIENTLY 1M ADVANCE TO AVDID OR
MINIMIZE ANY BREAK IN SERVICE. EMPLOVMENT WAY MOT CONTINUE AFTER THE NTE DATE UNLESS SOME TYPE OF ACTION 15 TAKEN.

Figure 57: Position NTE Date Approaching Expiration
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30. Projected Duties Followup

Report Number AECO04604 (PMS 4)

Brief Description Provides notification that a post audit or review is due on a position with
projected duties and responsibilities. The tickler report identifies a
particular position and organization and is issued 6 months after an
employee is assigned to such a position. Follow reports are issued every

3 months.
Report Availability After the second Sunday following the end of the pay period.
| PREPARED OUNOXXX __ AECO4s02 (PMS4)  PROECTEDDUTESFOULOWAP - AS OF UXX PAGE 1
AG 03 03 AGRICULTURAL RESEARCH SERVICE SON 4880 BELTSVRLE. MO
MASTER
POSMON RECORD POSITION PAY OCCUPATIONAL GRADE
| OROANIZATONAI STRUCTIRE  WUMBER __ NUMBER POSITION OFFICIAL TTTLE PLAN SERES LEVEL |
03 80 84 84230 04 00 00 00 M1302 001302 SUPVRY PLANT PHYSIOL aM 0435 11 14

esseeTHS POSMON IS DUE FOA POST AUDIT OR REVEW ™ **
WHEN SATISFEED WITH THE CLASSFICATION, PLEASE CHANGE NODVIDUAL PROJ-DTY-IND TO - M - USING PMSO1.

Figure 58: Projected Duties Follow-Up
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31. Employees Approaching Expiration of Detail Assignment

Report Number

AECO37U1

Brief Description

Provides natification of employees who are approaching their NTE dates
for detailed assignments. It is generated three pay periods prior to the
expiration date.

Report Availability

After the second Sunday following the end of the pay period.

PREPARED Xx/0xfxx AECO37UA EMPLOYEES APPROACHING EXPIRATION DF DETAIL ASSIGNMENT - AS OF XX/Xxfxx
PAGE 1
#¢ SENSITIVE PERSONNEL DaTa - USE IS5 RESTRICT
ED ##
AG 03 03 AGRICULTURAL RESEARCH SERVICE PERS. OFF, ID. 4BE0 BELTSVILLE, MD

EMPLOYEE NAME

ORG. STRUCTURE PAY e MASTER RCD  POSITION DETATL
S0C SEC ND 4 5 PLAN GRADE SERTES NUMBER NUMEER EXPIRATION OFFICIAL TITLE OF POSITION
DOE, MARY
W00 00 00 0000 00 (] 0000 o0/o0/00
STRUCTURE LEVEL 0O 00 0000 00 TOTAL 1

EMPLOYING OFFICE TOTAL 1

Figure 59: Employees Approaching Expiration of Detail Assignment
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32. Employees Approaching Expiration of Temporary Promotion

Report Number AECO37U2

Brief Description Provides notification of employees approaching expiration of their NTE
date for a temporary promotion. It is generated three pay periods prior to

the expiration date.

Report Availability After the second Sunday following the end of the pay period.

PREPARED XXfXX/XX AECOATUZ EMPLOYEES APPRDACHING EXPIRATION OF TEMPORARY PROMOTION - AS OF XX/XX/fXX .

PAGE 1
2% SENSITIVE PERSONNEL DATA - USE 1S RESTRICTED #x

AG DA DA DEPARTMENTAL ADMINISTRATION PERS. DFF. I0. $260 WASHINGION, DC
EMPLOVEE NAME IHDIVIDUAL
ORG. STRUCTURE PAY oco MASTER RCD POSITION TENP PROM
S0C SEC MO 2 3 4 5 PLAN GRADE  SERIES NUMEER MNUMEER _ EXPIRATION OFFICIAL TITLE DF POSITION
00K _000( B8 30 0003 00 G5 12 2030 700607 BOZH CURRENT DATE DISTR FACIL SPECLST
STRUCTURE LEVEL 98 30 0003 00 TOTAL 1
EWPLOYING OFF IGE TOTAL 2

Figure 60: Employees Approaching Expiration of Temporary Promotion
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33. Federal Wage System WGI Status Eight Week Notification

Report Number AECO37U3

Brief Description Provides a list of Federal Wage System employees whose WGIs are not
generated due to a performance rating of less than fully successful. The
WGl is not generated unless action is taken to change the performance
appraisal to fully successful or greater before the effective date of the

WGI.
Report Availability After the second Sunday following the end of the pay period.
PREPARED Xxfxxfxx AECO3TU3 FEDERAL WAGE SYSTEM WGI STATUS EIGHT WEEK NOTIFICATION - AS OF xx/xxfxx
PAGE 1
% SENSITIVE PERSONNEL DATA - USE IS RESTRICT
ED *w
EEE e THESE FWS EMPLOYEES WILL NOT RECEIVE AN AUTOMATIC WGI - DUE TO LZ55 THAN SATISFACTORY PERFORMANCE <=g=
<-<-
R T TC GRANT AN EMPLOYEE A WITHIN GRADE INCREASE THE AGENCY MUST CHANGE THE PERFORMANCE APPRAISAL PRy
<=
AG D3 03 AGRICULTURAL RESEARCH SERVICE POL 4860  BELTSVILLE, MD
EMPLOYEE NAME QFFICIAL TITLE OF POSITION DUTY STATION LOCATION
ORG. PAY COMMENCING PROJECTED TYPE INTERM
ITTENT
STRUCT. LEVELS PAY occ RATE INDIVIDUAL MASTER DATE TOWARD PAY PERIOD OF DA
s
5S0C SEC ND -2-- THRU --B- PLAN GRADE SERIES DETR POS NO REG MO WGI D 5  CODES WGI DUE EMPL WORKED
ELAPSED .
DOE, MARY MUSEUM TECHNCN ZDOL WASHINGTON, DC
K=MK 000K 12127541000000 GS 07 02 10(6 1 00789404 TE9404 prirriid 11 0010 001 o] 1 oL
0000
STRUCTURE LEVEL 10 12 1275 41 TOTAL 1

EMPLOYING OFFICE TOTAL 1

Figure 61: Federal Wage System WGI Status Eight Week Notification
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34. Temporary Employees - FEHB Coverage Eligibility

Report Number AECO37U4

Brief Description Provides notification that certain temporary employees will become
eligible to participate in the Federal Employees Health Benefits (FEHB)

Program. It is produced two pay periods in advance of the FEHB
eligibility pay period.

Report Availability After the second Sunday following the end of the pay period.

PREPARED XXfXXfxX AECOITUS TEMPORARY EMPLOVEES - FEHB COVERAGE ELIGIBILITY - AS OF Xx/Xx/XX PAGE t

=+ SENSITIVE PERSONMEL DATA - USE 15 RESTRICTED ==

AG 11 11 FOREST SERVICE PERS. OFF. ID. 587 FORT COLLINS, CD

EMPLOVEE NAME DUTY STATION CITY/STATE
ORG. STRUCT TYPE TYPE DaTE PAY GR&DE/ occ FEHB
S0C SEC NOD 2 3 4 APPT EMPLDY ELIGIBLE b s CODES PLAN STEP SERIES TEMP SCD
DOE, JOHN FORT COLLINS o _
YOO-XKKOOCK 62 OF 0001 95 F/T  05/23/00 08 0860 068 @ o4 o 5535 CURRENT AT

STRUCTURE LEVEL 52 07 0001 TOTAL 1

EMPLOYING OFFICE TOTAL 3

Figure 62: Temporary Employees - FEHB Coverage Eligibility
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35. Performance Evaluation Eligibility for - Permanent (or Temporary) -

Employees

Report Number

AECO37U5

Brief Description

Provides the performance evaluation eligibility date for all permanent
employees and temporary employees serving under an appointment of
120 days or more. An individual report is produced for each permanent
employee and temporary employee serving under an appointment of
120 days or more.

Report Availability

After the second Sunday following the end of the pay period.

I
OO KKK AECOI7US PERFOPMANCE EVALUATION ELIGBILITY FOR - PERM - EMPLOYEES PROJECTED AS OF XUOUX(  PAGE 1
FL. 28 2% FARM CREDIT ADMRSTRATION PERS. OFF. 0. 173 MCCLEAN, VA
EMPLOYEE NAME TYPE DATE

ORG, STRUC TURE PAY GRADE APPT DATE OF DATE ENTERED DATE  PERFORMANCE
SQC SECNO 2.4 4 PLAN _[STEP _CODE ELIGRATY. WG DUE ONDUTY IASTRATED.  BATNG
DOE, JOHN A 25-10 0000 va  osot o4 00X pipeiieg polrelro QU 0 {10 00 ] FS
R0
DOE, JANE A 28-20 000 VG oyol o4 WOONOC 300U XU XXX FS
OO X06-X000K
DOE, BOB F 25 20 0000 VG o401 04 OUOMX  XKNOUIX XUNCKAK IRK FS
IO X06-X0000

Figure 63: Performance Evaluation Eligibility for - Perm - Employees
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36. Notification of Longevity Percent Changes

Report Number

AECO37U6

Brief Description

Provides a list of U.S. Secret Service employees who will begin longevity
pay for the first time and employees whose percentage is changing as a
result of completing the number of years of service required for an
increase in longevity pay.

Report Availability

After the second Sunday following the end of the pay period.

_PREPAREC XX/XXIXX

AECOITUS NOTIFICATION DF LONGEVITY PERCENT CHANGES

PAGE 1

EFFECTIVE NEXT PAY PERIOD = AS OF PAY PERIOD ENDING XX;ZX.{XX

AG 0F 03 AGRICULTURAL

RESEARCH SERVICE FERS. OFF. 10, 4BB0 BELTSVILLE, MO

EMPLOYEE NAME

ORG STRUCTURE

PAY GRADE NEW LOKGEVITY AWOL SUSPENSE
50C SEC ND 2.3 4 PLAN  /STEP SALARY _ PERCENT DATE HOURS HOURS
DOE, MARY
I 000K G5 07/02 § 29,827.00 00 00,/00/00 .00 Q0
STRUCTURE LEVEL TOTAL 1
EMPLOYING OFFICE TOTAL 1 R

Figure 64: Notification of Longevity Percent Changes
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37. Notification of Adjustment to Longevity Date

Report Number

AECO37U7

Brief Description

Provides a list of U.S. Secret Service employees whose longevity dates
have been adjusted due to hours not worked because of suspension or
absence without official leave (AWOL). Suspension or AWOL hours are
not creditable for longevity pay purposes. It is produced in the last pay
period processed for the calendar year.

Report Availability

After the second Sunday following the end of the pay period.

PREPARED Xx/XX{XX AECO3TUT NOTIFICATION OF ADUUSTMENT TO LONCIVITY DATE - AS OF Xx/xxfxx
PAGE ]
AG 11 11 FOREST SERVICE FERS. OFF. ID. 5058  €ODY, WY
EMPLOVEE NAME ADJUSTED LONGEVITY
0RG  STRUCTURE PAY GRADE LONGEVITY DATE BEFORE AWOL SUSPENSE  LONGE
VITY
SO0C SEC NO Z 3 ) PLAN  /STEP SALARY DATE ADJUSTMENT VOURS HOURS PERC
ENT
DOE, MARY
OOC0XX00KK 02_1d_0004 G5 03/01 % 18,169.00  00/00/00 ©0/00/00 .00 .00 fols]

STRUCTURE LEVEL 02 14 Q004 TOTAL 1

EMPLOYING OFFICE TOTAL 1

Figure 65: Notification of Adjustment to Longevity Date
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38. 90-Day Notification for Recertification of Retention Allowance

Report Number

AECO37U9

Brief Description

Provides notification of employees approaching expiration of retention

allowance. It is prepared 90-days in advance of expiration.

Report Availability

After the second Sunday following the end of the pay period.

PREPARED Xufxx{Xx
000 PAGE

AECO3TUS  90-0DAY MOTIFICATION FOR RECERTIFICATION OF RETENTION ALLOWANCE - PROJECTED AS OF xx/xxfxx

*» SENSITIVE PERSONNEL DATA - USE 15 RESTRICT

ED #=

AG 11 11 FORESLT SERVICE

PERS. OFF. ID.

5058 CODY, WYy

EMPLOYEE NAME PAY _GRADE BASE ALLOWANCE _ ALLOWANCE ALLOWANCE SALARY TOTAL
ORG. STRUCTURE _PLAN _/STEP SALARY EFE_DATE PERCENT AMOUNT WITH ALLOWANCE
.. S0C SEC NO 2. 3 4
DOE, JOHN
NI 95 20 0000 G8 03701 8, 169,00 00/00/00 00 00 78, 189.00
_DOE_JOHN
SOOI MO0 95 20 0000 G5 03/01 B81/00/01 T0/P1/01 15

Figure 66: 90-Day Notification for Recertification of Retention Allowance
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39. Listing of Employees with Change in Union Dues

Report Number

BEAR9203

Brief Description

Provides a list of employees whose current union dues deduction has
changed in accordance with the Table Management System (TMGT)
Table 010, Union and Association Code Address. NFC will generate a
pay adjustment for each employee listed on the report. The report is
available to all personnel offices each pay period. The reports are sorted
by Agency, personnel office identifier, and Social Security number and
retained in RFQS for 26 pay periods. The report contains sensitive data;
use is restricted.

Report Availability

After the second Sunday following the end of the pay period.

_SENSITIVE PERSONNEL DATA USE IS RESTRICTED

TREPORT BEARS203

LISTING OF EMPLOYEES WITH CHANGE IN UNION DUES

UNION NO | AMT AMT % % UNION NO 2 AMT AMT % %

AGCY _POI _ SOCIAL LAST NAME INIT _ORG STRUCTURE _CODE LOCAL OLD WEW OLD NEW CODE LOCAL OLD NEW OLD_NEw
PA_ 5260 B ¢ PA1001000000000000 530000 $.50 1.50 000000 .00 .00
PA 5250 R PA1010000000000000 530000 5.50  7.50 000000 .00 .00
PA_ 5280 M__ PA1020000000000000 530000 5.50 7.50 000000 .00 .00
Pa_S260 £ PA2010000000000000 530000 5.50  7.50 000000 .00 .00
Pa_ 5260 R PA2020000000000000 050306 .50 1,50 000000 .00 .00
PA_5260 . ) W___PA2040000000000000_ 530000 5.50 1.50 000000 .00 .00
P& 5260 W__PA3001000000000000 030001 8.00 9.00 000000 .00 .00
PA_ 5250 S PAJ010000000000000 530000 §.50 _7.50 000000 .00 .00
PA 5260 __J___ PA3JQ20000000000000 530000 5.5Q 7.50 000000 .00 .00
Pa_ 5280 N M__PA3020000000000000 530000 5.50 7.50 000000 .60 .00
PA_5250 H __PA4001000000000000 090001 8.00 _9.00 000000 .00 .00
PA 5260 R PA4010000000000000 530000 5.50 7.50 000000 .00 .00
PA_ 5280 S PAA020000000000000 530000 5.50 _7.50 000000 .00 .00
PA_ 5260 J__ PA4020000000000000 _ 530000 5.50_ 7,50 000000 .0C .00
PA_ 5260 D _PA4020000000000000 530000 5.50 7.50 00000000 .00
PA_ 5260 T__PA4030000000000000 530000 5.50 _7.50 000000 .00 .00
PA_ 5260 G PA4030000000000000 050306 .50 1.50 000000 .00 .00
PA_ 5260 J__PAS 0000 £S0905 .50 1,50 000000 .00 .00
Pa 5260 P PAS000000000000000 530000 .50 7.50 000000 .00 .00

Figure 67: Listing of Employees with Change in Union Dues
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40. FEHB Status Letters - Employee Express

Report Number

None

Brief Description

Provides a letter to the personnel office to be issued to the employee
confirming enrollment and/or change in enroliment in FEHB. A letter is
available for every SF 2809, Health Benefits Registration Form,
submitted through Employee Express. A copy of the letter is retained in
the employee's official personnel folder. Letters are sorted by the
organizational structure code and retained in RFQS for 26 pay periods.

Report Availability

After the second Sunday following the end of the pay period.

From:

To:

Emploves Name
Mailing Address

This|is to verify the information conceming your Federal Employees Health Benefits enrollment which vou
made through Emplovee Express. Please contact vour personnel office if voun have any questions or if any of
the following information is incomect:

Social Secunity Number

Drate of Birth

Sex

Marned?

New Plan Nane

New Enrollment Code

Famuly Members

Other Insurance

CHAMPUS?

Medicare Coverage AT

Other Private Insurance Nane

Present Plan Name

Enrollsent Code

Number of Event

Drate of Event

Agency Code

POl

Pavroll Office Numbes

Effective date

Your health msurance ].ll.ﬂ:l:l will maadl vour new sdentification cardis) fo vou. Please contact your bealih E:ll:ln

carmer if vou have more than 5 family osembers to be covered under this plan

Agency Representative
& 3 F

Figure 68: FEHB Status Letters - Employee Express
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41. TSP Status Letters - Employee Express

Report Number

None

Brief Description

Provides a letter to the personnel office to be issued to the employee
confirming enrollment and/or change in enroliment in TSP. A letter is
available for every TSP-1, Thrift Savings Plan Election Form, submitted
through Employee Express. A copy of the letter is retained in the
employee's official personnel folder. Letters are sorted by organizational
structure code and retained in RFQS for 26 pay periods.

Report Availability

After the second Sunday following the end of the pay period.

Date:

To:

Employee Name
Mailing Address

This is to verify your Thrift Savings Plan as a result of the action you submitted through Employee
Express. Please contact your personnel office if you have any questions or if any of the following

information is incomect:
Social Security Number
Date of Birth

TSP Percent

TSP Amount

G Fund

F Fund

C Fund

Effective date

Agency Code

POI

Payroll Office Number

Agency Representative

Figure 69: TSP Status Letters - Employee Express
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